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Chapter 1 


INTRODUCTION 


The annual convention of the Association for 
Education in Journalism (AEJ) has evolved to the point 
that the 1974 national convention held at San Diego State 
University August 18-21 attracted nearly six hundred 
delegates. They included members of the AEJ, nonmembers, 
foreign students enrolled in universities in the United 
States, families of attendees, and university extension 
students. 

During the four-day convention, delegates 
attended plenary, joint, open and invited paper, teach- 
ing, business, and social sessions sponsored by more than 
thirty AEJ divisions, standing committees, affiliated 
organizations, and university alumni groups. 

The AEJ has traditionally relied on member uni- 
versities to host its annual convention, which is an 
important means of keeping scholars in the fields of 
journalism, mass communications, and related fields 
informed concerning developments of importance, partic- 
ularly in professional curricula. If the AEJ followed 
the trend of conventions of similar size and scope, it 


Woulauwiltt weeLne eServices Of Commercial facilities such 





as hotels or convention centers which specialize in pro- 
viding professional convention services. However, the 
costs for the required rooms, meals, and other services 
at such professional convention facilities would place 
the cost of attending out of reach for many potential 
delegates. The use of university facilities provides a 
viable alternative which keeps the convention expenses 
at a low enough level to allow attendance by a large 
number of delegates. 

While the use of university facilities solves 
the economic problem, it generates a problem of a dif- 
ferent nature. Most universities lack convention sales 
and planning staffs. Thus, if the AEJ continues to use 
university facilities as its conventions continue to grow 
in size and complexity, the burden of making the intri- 
cate and detailed plans and preparations for the conven- 
tion will fall increasingly upon the faculty, staff, and 
students of host universities. These individuals 
generally lack broad experience in planning conventions, 
and there are seldom other offices or departments at 
the university to which they can turn for assistance. 
This paper is designed to meet that need and provide 
that assistance by serving as a planning document for 
university personnel hosting national conventions of 


professional organizations such as the AEJ. 





Although the paper is based specifically on the 
AEJ convention, it treats many broad areas applicable to 
conventions or conferences of any similar professional 
organization or association. It should prove useful to 
university personnel serving as convention planners for 
a diverse number of professional groups. 

Because of its intended use as a planning docu- 
ment, the approach of this paper and its format are 
totally pragmatic. Re aran on general or theoretical 
considerations in convention planning has not been 
undertaken. Rather, the emphasis is on actual planning 
considerations and problems encountered in hosting a 
national convention. 

The paper is based on the actual experience of 
the author as deputy convention chairman of the 1974 AEJ 
Convention at San Diego State University, and it repre- 
sents a distillation of the many considerations and 
problems encountered in each of the major categories of 
arrangements necessary to the production of a successful 
convention. Because the author recognizes that details 
of specific considerations and problems will vary among 
different host universities, the paper will treat broad 
areas of concen that have wide applicability, making 
recommendations concerning various possible approaches 


under varying conditions. 





The chapters are structured to contain all or 
some of the parts mentioned below, the format of each 
chapter depending on the subject being discussed: first, 
a discussion of general considerations and potential 
problems in each major area of concern; second, recommen- 
dations concerning effective approaches or solutions to 
problems that may be encountered in each major area; and 
third, a Checklist of tasks to be performed in planning 
and preparing for the convention. 

In planning a convention of this scope, it is 
important to remember that for many of the arrangements, 
convention planners will require a diverse variety of 
services--printing, transportation, housing, bookkeeping 
and accounting, food services, and audio-visual support, 
to name just a few. The level of professionalism, skill, 
experience, and dedication of the persons and organiza- 
tions providing these services varies greatly. A wise ` 
planner recognizes this fact and formulates plans that 
are sufficiently thorough, realistic, and flexible to 
accommodate possible failures or shortcomings on the 
part of those upon whom he is totally reliant for 


important support services. 





Chapter 2 
CONVENTION STAFF 


The selection of the convention staff is an 
extremely important step in the early planning of the 
convention because the success of the convention depends 
to a significant degree on the skill, experience level, 
and dedication of the staff. For these reasons, Careful 
consideration should be given to the selection of key 
staff members. 

Several sources of staff personnel may be 
utilized. One is the Department of Journalism or Mass 
Communications faculty of the host university. The 
conference chairman is usually a faculty member from one 
of these departments. Arrangements should be made with 
the chairman of the department for assistance by other 
faculty members when requested by the convention 
chairman. 

Another source of convention staff members is 
the student body of the host university. Services of 
students can be obtained through two methods: granting 
course credits on a special or independent study basis 


ennir mga Oor pay an a full or parttime basis. 





CONVENTION CHAIRMAN 


The convention chairman is the single most 
important individual associated with the convention. 
His responsibilities include: 


1. Establishing convention policies in coordi- 
nation with the AEJ Executive Committee. 


2. Establishing specific plans based on 
approved policies. 


3. Organizing the conference staff and 
obtaining qualified individuals for the key 
staff functions. 

4. Keeping the AEJ Executive Committee and 
other key officials informed concerning the status 
of convention plans and potential problems. 


5. Supervising and coordinating the convention 
staff's activities during the convention. 


6. Providing a post-convention report, includ- 
ing a financial report, to the AEJ Executive 
Committee. 

The deputy convention chairman is the principal 

assistance to the convention chairman. He assists the 
chairman in all phases of planning and execution of 


convention activities and should be qualified to make 


important decisions in the absence of the chairman. 
KEY STAFF MEMBERS 


The Publications and Publicity Chairman is 
responsible for supervision of preparation and publica- 


tion of pre-convention newsletters, the convention 





program, news and photographic news features for release 
to professional and trade publications and the general 
news media, planning and operation of a press center 
during the convention, and coordination of all aspects 
of press relations, including arranging interviews with 
convention notables. 

The Business Manager is responsible for handling 
all fiscal matters related to the convention. These 
include establishing accounting and bookkeeping proce- 
dures; controlling all receipts and expenditures during 
the planning phase, including payment of convention 
expenses by check; collecting and safekeeping all cash 
funds collected during the convention, including regis- 
tration fees, funds for general and special meals, funds 
from the sale of division papers, and all other revenues 
collected during the convention; maintaining financial 
‚records; and preparing a post-convention financial 
report. 

The Registration and Housing Coordinator is 
responsible for all registration and housing arrange- 
ments. These range from planning registration proce- 
dures, including a workable registration form, to super- 
vision of the actual registration of delegates and their 
families. Because housing is an integral part of the 


registration process, it has been included under the 





responsibilities of the registration coordinator. 
Housing responsibilities include planning and executing 
all phases of dormitory accommodations with the univer- 
sity housing office. They may also include commercial 
hotel or motel accommodations for attendees not desiring 
to utilize dormitory tos 

The Transportation Coordinator is responsible 
for planning and supervising transportation arrangements 
for delegates and their families. These arrangements 
fall into two general categories: air or ground trans- 
portation of attendees emer homes to the conven- 
tion, and ground transportation during the convention. 
Assisting delegates in arranging for tours of local 
attractions may also be an assigned responsibility of 
the transportation coordinator. 

The Convention Secretary serves as a personal 
executive secretary to the convention chairman with 
collateral responsibilities to provide secretarial 
support to other key staff members. During early plan- 
ning phases, these functions may be performed on a 
part-time basis by the host department's secretary. By 
six months or so prior to the convention, however, the 
workload demands a full-time convention secretary. 
Among the convention secretary's primary duties are 


taking dictation and typing smooth copies of letters, 





newsletters, program Copy, press releases, and other 
convention correspondence. 

The Support Services Coordinator establishes and 
supervises a manpower pool designed to perform miscel- 
laneous chores such as moving furniture, audio-visual 
equipment, division papers, conference supplies, and 
other equipment; assisting in collating abstracts, 
stuffing registration kits and other similar activities; 
and serving as drivers of official vehicles. The people 
who serve in the manpower pool are usually students 
employed part time and paid on an hourly basis. They 


should be available on short notice and irregular basis. 
RECOMMENDATIONS 


The following recommendations are made concerning 
the optimum time period for activation of each key staff 
function: 


l. Nine to twelve months prior to the conven- 
tion: 


a. Convention Chairman 
b. Deputy Chairman 
c. Publications and Publicity Chairman 
d. Business Manager 
The Convention Chairman 1S obviously the first 


Si ieMenoet ton beconcemactlvely involved an planning =the 
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convention. He is selected by the AEJ es vE Com- 
mittee from the faculty of the host university usually 
at approximately the same time as the host university 
agrees to host the AEJ convention. He is generally a 
member of the faculty of the Journalism or Mass Communi- 
cations Department. He should attend the preceding 
annual convention of the AEJ to observe procedures 
employed and problems encountered. He is also expected 
to attend a midwinter planning meeting of the AEJ Execu- 
tive Committee, at which plans for the convention are 
discussed and an initial program agenda is formulated. 

The Deputy Chairman, as the Convention Chairman's 
principal assistant, should be selected and become active 
in planning operations at least one year prior to the 
convention. He plays a key role in the selection of 
other staff members and in the formulation of early 
plans. 

The Publications and Publicity Chairman must be 
fully knowledgeable concerning all aspects of the conven- 
tion; therefore, it is necessary for him to be involved 
in the earliest planning phases. His function in the 
early planning stages frequently involves him in activ- 
ities other than those strictly associated with publica- 
tions and publicity. The familiarity with the entire 


spectrum of convention arrangements which he thus gains 
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will stand him in good stead in later dealings with 
program advertisers, exhibitors, and news media repre- 
sentatives. 

The Business Manager, by the nature of his posi- 
tion, must be active in plans and arrangements from the 
beginning. Although he may delegate the accounting and 
bookkeeping functions, he is the principal financial 
advisor to the Convention Chairman and must be available 
to advise on policies involving budgetary and financial 
considerations in the initial stages of convention 
planning. 

2. Six to nine months prior to the convention: 

a. Registration and Housing Coordinator 
b. Transportation Coordinator 
c. Convention Secretary 

The Registration and Housing Coordinator will 
perform an important function involving direct contact 
with virtually every person who attends the convention. 
His involvement with the convention arrangements between 
Six and nine months before the convention will provide 
him with the necessary background to provide his services 
satisfactorily. 

The Transportation Coordinator is busiest in the 
early planning stages working out details of transporta- 


tion and tours, and in the final stages immediately 
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preceding and during the convention. Ideally, the 
individual selected as Transportation Coordinator should 
be sufficiently flexible to schedule his activities to 
meet these particular requirements. 

The Convention Secretary's services are under 
fairly constant demand with an increasing workload in the 
six months preceding the convention, peaking during 
preparation of program and newsletter copy. 

3. Three to six months prior to the convention: 

a. Support Services Coordinator 

The Support Services Coordinator is the only key 
staff member whose services are required primarily in the 
final phases of convention planning. He performs or 
supervises mainly physical tasks such as transporting 
papers, rente and supplies; his only planning func- 
tion is locating and hiring workers. 

4. In addition to the Convention Chairman, it is 
strongly recommended that the Deputy Chairman, the Regis- 
tration and Housing Coordinator, and the Publications and 
Publicity Chairman attend the AEJ convention preceding 
the one which they are to plan and operate. While it is 
recognized that travel expenses to distant convention 
Sites may be prohibitive in some cases, the opportunity 
to observe procedures employed and problems encountered 


in their respective functions will provide invaluable 





insights into their own potential problems and the most 


promising methods and solutions to be employed. 
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Chapter 3 
FINANCIAL MANAGEMENT 


A convention as large as the AEJ convention 
involves a considerable amount of money and fairly com- 
plex accounting, bookkeeping, and disbursing procedures. 
Although the Business Manager is directly responsible 
for supervising the financial affairs of the convention, 
all key staff members are involved to some degree in 


handling funds. 
THE FOUNDATION 


Finances for AEJ 1974 were managed through the 
San Diego State University Foundation. A contract was 
signed with the foundation to handle all fiscal aspects 
of the convention in return for which the foundation 
charged the AEJ 5 percent of all disbursements made. 
The amount charged by a university foundation will vary 
depending on university policy, the complexity of ser- 
vices provided, and the degree of involvement of founda- 
tion personnel. 

ozalarırvzchegrfünet iongeorzthegsan Diegos tate 
University Foundation for those whose universities may 


use other names to describe this function, the Foundation 
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is an auxiliary under the Director of Business Affairs. 
It provides services and functions which are not funded 
by the State of California and under state law it is 
designed to eliminate the delays and difficulties which 
would otherwise arise under govermental budgetary, 
purchasing, and other fiscal controls. The main function 
of the San Diego State University Foundation is to 
manage contracts and grants from the government, founda- 
tions, and private benefactors. However, to broaden its 
base it also handles the fiscal affairs of conventions 
and conferences as well as university extension classes. 
Other universities may refer to the office which provides 
these services as the Office of External Affairs, 


Supportive Services Office, or some similar name. 
ACCOUNTING PROCEDURES 


The first fiscal transaction in planning AEJ 1974 
was to establish an operating fund. The foundation 
advanced the AEJ $3,000 to cover operating expenses 
during the planning phases before the convention gen- 
erated any funds. This operating fund was used for such 
expenses as printing costs, travel to the winter planning 
meeting in Chicago by the Convention Chairman, local 
mileage, parking fees and taxi fares, long distance 


telephone charges, and office supplies. 
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Code and Line Items 

With the operating fund established, the founda- 
tion prepared a list of code and line items to be used 
in reporting receipts and expenditures under the AEJ 
1974 account. These code and line item numbers were 
used on all paper work involving receipt or expenditure 
of convention funds, providing a ready system for identi- 


fying and accounting for financial transactions. 


Forms 

Several standard forms were utilized for fiscal 
transactions. One was a purchase order request form 
used to place an order for purchase of goods or services. 
Another was a price request form for use in soliciting 
price aetna tas or quotations from prospective suppliers 
of goods or services. This form was necessary because 
state and federal regulations require competitive bids on 
any item over $200. 

Another form was used by staff members to request 
reimbursement for expenses incurred on behalf of the 
convention. These minor expenses included purchase of 
small amounts of office supplies, mileage on personal 
vehicles for convention business, parking fees incurred 
while on convention business, and minor printing or 


duplicating costs. 
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THE BUDGET 


The budget is a financial planning and accounting 
tool which should be established early in the planning 
phase of the convention. Because the annual AEJ conven- 
tion is a self-supporting, nonprofit venture, formulating 
a budget consists of balancing anticipated expenses 
against expected income. 

Major expenses include: meals (both regular and 
special); housing; rental of the meeting facility; 
transportation; printing and duplicating (program, news- 
letters, letterhead, press release letterhead, working 
copies of the program and room assignments, and other 
small printing or duplicating jobs); personnel (primarily 
secretarial, collators employed part time in assembling 
registration packets, and people to man the registration 
desk, information center, and sell division papers); the 
dinner or social event hosted by the AEJ for all dele- 
gates and their families (usually on Tuesday evening) ; 
and miscellaneous expenses (mileage, use of state 
vehicles, long distance telephone calls, signs and 
posters, labor of meeting facility custodians, cost of 
renting exhibit tables, audio-visual equipment rental, 
photography, and office supplies). 


Major sources of revenue include: registration 
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fees for members, nonmembers, and family members; 
program advertisements; exhibits; and sale of division 


papers. 


RECOMMENDATIONS 


l. It is strongly recommended that the services 
of the host university's foundation be employed if one 
is available. Advantages of using the foundation 
include: lower service charges; familiarity with details 
of financial planning and accounting for university 
functions; and a more personal dedication toward satis- 
factory fiscal planning, accounting, and bookkeeping for 
a university function than might be obtained from a 
commercial bank. 

2. For control purposes, it is recommended that 
only the Convention Chairman have authority to make 
expense commitments and approve vouchers. This procedure 
provides complete accountability in all financial trans- 
actions and simplifies procedures for the accountant or 
bookkeeper. 

3. In formulating the budget, it is recommended 
that a 10 percent to 15 percent overage be allowed in 
anticipated expenses. There are frequent rises in costs 
for goods and services in this age of inflation, anda 


wise financial planner anticipates these unforeseen 
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expenses in formulating his budget. 

4. A set of standard forms should be selected 
for use by the convention. Some or all of those required 
may already be in use by the university foundation. If 
not, it will be necessary to design a form to meet the 
specific requirements. In any event, having such forms 
will provide an effective and workable system for pro- 
curing goods and services and reimbursing staff members. 

5. During the convention, cash and checks are | 
received from delegates for registration, housing, meals, 
transportation, and division papers. It is recommended 
that only the Business Manager be authorized to receive 
these funds from staff members in charge of each function 
and that he count and deposit these funds on a daily 
basis. The person in charge of each function involving 
collection of funds should be issued a cash box at the 
beginning of the convention and be permitted to retain 
custody of it for the duration of the convention. This 
procedure obviates the necessity of obtaining change 
from the Business Manager each day, a cumbersome and 


dilatory procedure. 
CHECKLIST 


l. Decide how accounting function will be per- 


formed: by the university foundation, a commercial bank, 
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or some other means. 

2. Reach an agreement concerning the terms under 
which the accounting organization will be reimbursed for 
its services: a percentage of the disbursements made, a 
percentage of the gross income of the convention, or a 
flat per capita fee. 

3. Establish procedures for setting up an 
operating fund through the foundation or bank. 

4. Decide who will have authority to make 
expense commitments and approve vouchers. 

5. Establish a working budget and get it 
approved by the AEJ Executive Committee. 

6. Establish procedures for cash receipts and 
disbursements. These should include a system of numbered 
code and line items, having all remittances made payable 
to the convention, procedure for receiving and depositing 
funds, procedures for handling insufficient funds checks, 
use of purchase order request, price request, and person- 
al expense forms. 

7. Request the accountant to submit periodic 
(monthly or quarterly) reports of receipts and expend- 
itures. 

8. Establish procedures for petty cash during 


the convention: cash boxes for registration, special 


meals, division paper sales, and housing. 








9. Arrange for the 
convention financial report 
tallied and all bills paid. 


mitted to the AEJ Executive 
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accountant to prepare a post- 
after all receipts are 
This report must be sub- 


Committee (see Appendix A). 





Chapter 4 


CONVENTION MEETING FACILITIES 


This chapter concerning convention meeting facil- 
ities and the two subsequent chapters concerning housing 
and food services contain discussions of physical facil- 
ities and services that have tremendous potential for 
influencing the success of the convention. If these 
arrangements are thoroughly planned and carefully imple- 
mented, they can contribute greatly to a positive and 
productive mental attitude on the part of the delegates. 
If, on the other hand, they are poorly or incompletely 
arranged, they can distract the attention and energies 
of the delegates from the important work of the conven- 


tion. 


SELECTING A MEETING FACILITY 


In selecting suitable meeting facilities, the 
first consideration is the availability of a sufficient 
number and variety of rooms to accommodate the needs of 
the convention. Up to twelve division and joint sessions 
meet during one time period, requiring rooms to accom- 
modate from 12 to 250 people. Another requirement is an 


auditorium or theater or similar room large enough to 
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accommodate plenary sessions attended by as many as 1,000 
people. 

In addition to meeting facilities, rooms and 
spaces are required for various convention support func- 
tions such as a registration area, information and tele- 
phone message center, exhibit space, a press room, a 
placement center, a convention office, a VIP room for use 
by AEJ officials and guest speakers, and rooms for social 
sessions and special meals. 

With these varying room and space requirements, 
it is possible that the meeting facility will not be 
capable of accommodating all convention requirements 
during some peak meeting times. In this instance, it is 
wise to reserve additional rooms in other buildings 
adjacent to the meeting facility. Classroom buildings 
or the library's meeting facilities may be ideal for 
this purpose. 

A second consideration in selecting meeting 
facilities is their proximity to housing and dining 
facilities. Most delegates do not have private transpor- 
tation; therefore, all convention facilities should be 
located within easy walking distance of one another. If 
the various buildings used during the convention are 
spread out across the campus, complex transportation 


arrangements are required which are both expensive and 
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time-consuming. 

A third consideration is the cost of renting the 
meeting facility. From a cost standpoint, use of | 
university accommodations is usually advantageous over 
use of commercial facilities. 

A final general consideration is the suitability 
of rooms for use of audio-visual equipment, such as 
slide, motion picture, and overhead projectors. Some 
buildings of modern design have rooms with entire walls 
made of arte Darkening such rooms for use of projec- 
tors is sometimes difficult and inconvenient, if not 


impossible. 
THE RENTAL AGREEMENT 


Once a suitable meeting facility has been 
selected, a rental agreement should be signed, stipu- 
lating several important details. The first is the 
inclusive dates during which the convention is entitled 
to use the facility, with a specific starting time and 
date as well as an exact deadline for vacating the 
facility. Agreeing to specific occupancy times and 
dates will avoid conflict with preceding and subsequent 
conferences or conventions. Meeting facilities are 
frequently in great demand, especially during the summer 


months, and it is not unusual for them to have meetings 


o 
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scheduled consecutively with no break between the last 
day of one convention and the first of another. 

AEJ 1974 encountered a situation in which a 
musicians' convention was scheduled to use the Aztec 
Center through Saturday, August 17, the day preceding the 
start of the AEJ convention. A concert was scheduled in 
Montezuma Hall, and some difficulty was encountered in 
acquiring the agreement of the music convention to allow 
AEJ exhibitors to begin setting up their exhibits on 
Saturday afternoon, an absolute necessity if the exhibits 
were to be ready for the first day of the AEJ convention. 
Because of the possibility of such conflicts involved in 
close scheduling of the meeting facility, it is essential 
that convention planners and the meeting facility manager 
agree to specific times and dates for moving in and out 
of the meeting facility. 

The second point to be agreed upon in the rental 
agreement is the rental fee. There are several possible 
methods for charging for the use of meeting facilities: 

a daily rate based on the number of delegates, a package 
rate based on the number of delegates, or a flat rate 
Bes of the number of delegates. The basis for 
charging should be clearly stated in the rental agree- 
ment. 


A third important detail to be stipulated is any 
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restriction on the use of the meeting facility. Fre- 
quently, there are permanent university requirements for 
specific rooms or facilities. If there are any rooms or 
facilities that are not available for use by the conven- 
tion, this fact should be clearly stated in the rental 
agreement. 

A final essential detail to be included in the 
rental agreement is the amount of labor of meeting facil- 
ity employees that will be included under the basic 
rental fee and terms for charging for additional labor. 
The minimum amount of labor that should be expected in 
the basic package includes arranging tables, chairs, and 
audio-visual equipment in meeting rooms and daily jani- 
torial service. Operating audio-visual equipment and 
other services that occupy meeting facility custodians 
for prolonged periods may be subject to additional labor 


charges on an hourly basis. 


RECOMMENDATIONS 


l. That university meeting facilities be util- 
ized if the required number and diversity of rooms and 
facilities is available. The advantages of doing so are 
proximity to other support facilities, lower cost, and 
the appropriateness of hosting a convention of journalism 


and mass communications educators at the university. 
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2. That meeting facilities be selected and a 
rental agreement signed as soon as possible after the 
decision is made to host the convention. Meeting facil- 
ities are in constantly high demand and are frequently 
reserved as much as eighteen months before the scheduled 
event. 

3. That a single person affiliated with the 
meeting facility be named as the point of contact for 
all convention arrangements from the earliest planning 
stages through the final post-convention wrap-up arrange- 
ments. This procedure assures continuity and consistency 
in the services provided by the meeting facility. 
Ideally, his schedule Sami tting, the facility manager 
should be the point of contact. If this arrangement is 
not possible, the assistant manager should be the point 
of contact. Working with lower officials is impractical 
because they do not have the authority to make important 
decisions and commitments. It is, however, beneficial 
to be acquainted with the head custodian and to have 
direct access to him during the convention. 

4, That room assignments and all other arrange- 
ments involving the meeting facility be double-checked 
with the facility manager and that he be advised of all 
revisions in the room assignment schedule. This system 


will insure that rooms and spaces assigned by the 





28 


convention planners are adequate and can accommodate 
audio-visual and other support requirements. The facil- 
ity manager is intimately familiar with each room and 
can frequently make valuable suggestions concerning the 
appropriateness of rooms for specific types of meetings. 

5. That the facility manager be provided a final 
and complete program schedule several days before the 
convention begins. This information will be useful to 
him in setting up rooms for each session and should 
include such ancillary functions as refreshment breaks, 
exhibits, registration, information and telephone message 
centers, VIP and convention staff offices, and social 
sessions. 

6. That a version of the convention program 
schedule by room assignment be prepared for use in 
referring to and revising room assignments. Use of an 
index card file for this purpose is especially helpful 
in establishing continuity of use of each room and in 
simplifying audio-visual and set-up arrangements. (See 
Chapter 12 for a detailed discussion of the use of card 


fa Les a 
CHECKLIST 


1. Select a convention meeting facility based 


on availability of sufficient meeting and support 
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facilities, proximity to housing and dining facilities, 
cost, and suitability for use of audio-visual equipment. 

2. Sign a rental agreement with the manager of 
the meeting facility, stipulating inclusive times and 
dates, rental fee, any restrictions on the use of the 
facilities, and labor terms. 

3. Determine factors limiting the use of 
specific rooms, such as suitability for audio-visuals, 
serving food or alcoholic beverages, noise factors, or 
any other consideration that might influence the sched- 
uling of certain types of sessions. 

4. Establish a working figure for the estimated 
size of each division, standing and executive committee, 
affiliated organization, and alumni group. 

5. Based on the initial convention program 
schedule established at the midwinter meeting of the AEJ 
Executive Committee and on the estimated attendance 
figures, make tentative room assignments for all conven- 
tion events. Keep in mind the size of the room, audio- 
visual and public address requirements, and time 
problems involved with resetting tables, chairs, micro- 
phones, podia, etc. 

6. Circulate a schedule of the tentative room 
assignments to the AEJ Executive Committee, division and 


program chairmen, affiliated organizations, alumni 





30 


groups, and all other facility users along with a meeting 
facility floor plan and room capacity list. 

7. Establish a deadline for revisions to room 
assignments based upon program printing requirements. 

8. Follow established university policies con- 
cerning serving of alcoholic beverages on campus. Also, 
check with the meeting facility manager concerning 
restrictions about serving of food in any of the meeting 
facility rooms. 

9. Determine Space requirements for the various 
convention support functions and assign suitable rooms 
and areas. 

10. Prepare a version of the convention program 
schedule by room assignment, preferably on index cards 
for easy reference. 

ll. If the meeting facility cannot accommodate 
all convention requirements, reserve additional rooms in 
buildings in the vicinity of the meeting facility. 

12. Establish specific procedures for such 
details as ne all rooms at the start of the con- 
vention day; safekeeping cash boxes; and storage of 
signs, office supplies, and other equipment. 

During thel convention; arrange for convention 
staff members to double-check each room for proper setup 


of chairs, tables, microphones, podia, and audio-visual 
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equipment before each scheduled session. Be prepared to 
accommodate last minute requests for revisions to room 
setups and audio-visual requirements. 

14. Keep several rooms unassigned at all times 


so that unforeseen requirements can be accommodated. 





Chapter 5 


HOUSING 


Selecting and reserving adequate housing facili- 
ties should be among the earliest convention planning 


actions. 


THE UNIVERSITY HOUSING OFFICE 


The first step is to contact the university 
housing office to work out a commitment for the use of 
university residence halls or dormitories. Two important 
factors influence which residence halls are selected: 
availability of a sufficient number of rooms to accommo- 
date the convention's requirements and proximity to the 
convention meeting and dining facilities. Ideally, all 
delegates to the convention should be housed in one large 
residence hall; however, space limitations may dictate 
use of two or more smaller residence halls. If the 
latter arrangement is necessary, adjoining facilities 
should be selected so as to keep delegates in one area. 

It is preferable to have AEJ delegates housed 
together and not interspersed among delegates to other 
conventions or among students attending summer sessions. 


For this reason, the housing office should be required 
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to specify which residence halls or wings of residence 
halls will be reserved for the use of convention dele- 
gates. Obtaining a firm commitment from the housing 
office in the early planning stages will preclude having 


delegates interspersed with other residents. 
HOUSING RATES 


After selection of an appropriate residence hall 
or halls, rates should be agreed upon with the housing 
office. Both a daily rate for single and double accommo- 
dations and a package rate covering the entire convention 
period should be arranged. A typical arrangement might 
be a daily rate for single and double rooms of $7 and $5, 
respectively, and a package rate for three nights of $20 
and $15, respectively. If there is a shortage of rooms, 
not providing a price advantage on the package rate for 
Single rooms effectively discourages use of single 


accommodations. 
HOUSING SERVICES 


In establishing rates with the housing office, 
convention planners should be careful to determine the 
entire spectrum of services which will be provided under 
the basic rate. Services to be agreed upon include daily 


maid service, frequency of changes of towels and linen, 





34 


replenishing soap and bathroom tissues, providing parking 
stickers, campus maps and brochures of campus services, 
and methods of handling telephone messages for delegates 


if there are no telephones in the individual rooms. 
OFF-CAMPUS FACILITIES 


Some delegates will not want to use dormitory 
facilities; therefore, the convention housing coordinator 
should be prepared to recommend hotel or motel accommo- 
dations in the vicinity of the university. If there is 
a convention and visitors bureau in the host city, ae 
can provide valuable services and literature concerning 
hotels and motels. Arrangements can be made for the 
convention and visitors bureau to supply brochures to 
convention delegates either directly or through the 
convention staff. 

It may also be advisable to make arrangements 
with one or more hotels or motels in the vicinity of the 
university to offer reduced rates and services such as 
transportation to and from the airport and to the univer- 
Sity each day. In return for this preferred treatment, 
the convention is in a position to recommend these 
establishments to delegates who inquire about off-campus 
housing and to recommend scheduling of special meals and 


social events which cannot be accommodated on campus. 
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These businesses should be kept in mind as potential 


program advertisers, contributing sponsors, or both. 
RESTAURANTS 


It is also useful to canvass restaurants and 
short-order food establishments in the vicinity of the 
convention and advise them to stock up on food and ice 
in preparation for anticipated business from delegates. 
Such restaurants and short-order establishments are 
strong candidates as advertisers on a page of local 


advertisements in the convention program. 
UNIVERSITY HOUSING 


After dormitories have been reserved and pro- 
visions made for recommending off-campus housing, there 
are several important details concerning university 
housing which must be arranged. One is to determine 
university regulations concerning limits on the number 
of people who can be accommodated in one room. Delegates 
with wives and children frequently request to be 
billeted in one room or in adjoining rooms. Fire regula- 
tions restrict the number of people allowed in one room. 
The housing officer will be able to provide information 


concerning these restrictions. 
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Alcoholic Beverages 


Another policy consideration involves the use of 
alcoholic beverages in dormitories. In cases where 
university policy does not prohibit alcoholic beverages, 
a special permit may be required. If consumption of 
alcoholic beverages is allowed, determine whether ice 
Machines are available in the dormitory complex. If not, 
it is a hospitable gesture to supply ice to the dormi- 
tories daily. The food services manager should be able 
to supply the ice; however, the convention staff will 
have to provide a truck or other vehicle to transport 
the ice from the food services facility to the residence 


halls as well as the personnel to perform this service. 


Making Room Assignments 


A decision concerning housing which should be 
made early in the planning phase is the matter of who 
will actually make room assignments--the housing office 
or the convention housing coordinator. There are advan- 
tages and disadvantages to both systems. The housing 
office is more familiar with the dormitories, but the 
convention housing coordinator is more informed concern- 
ing specific requirements of the convention delegates. 

Another decision is when to assign delegates to 


specific rooms--when registration forms are received by 
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mail preceding the convention or when the delegates 
actually arrive and register. The advantages to making 
assignments as registration forms are received in the 
mail are that it will simplify and expedite the registra- 
tion process. The disadvantage is that it involves 
frequent revisions because of changing requirements and 
unforeseen circumstances such as requests by delegates 


to be assigned as roommates or by cancellations. 


Restrooms 

There are several administrative details concern- 
ing housing arrangements which will insure satisfactory 
service to delegates. Restroom facilities must be 
clearly marked for use by men or women. If residence 
halls which are normally occupied by both men and women 
students are being used, restroom facilities will already 
be designated. Otherwise, it will be necessary to 
prepare and post signs designating specific restrooms 
for use by each sex. The housing office may be willing 
to assume this responsibility. 

Additional administrative details include: 
establishing a method of handling incoming telephone 
calls and messages when there are no telephones in 
individual rooms; checking university policy concerning 


use of babysitters in residence halls; determining the 
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availability of dormitory rooms for use by delegates who 
wish to arrive several days before or remain several days 
after the convention and establishing rates for these 
arrangements; and arranging complimentary accommodations 
for a limited number of VIPs such as the AEJ president, 
the convention chairman, and prominent guest speakers. 
The range of conveniences and services available 
at the residence halls of different universities varies 
considerably. Some offer semiprivate baths between rooms 
but lack air conditioning; others have air conditioning 
but require the use of group bath facilities on each 
floor. The positive and negative attributes of residence 
halls across the broad spectrum balance out in the long 
run, and delegates utilizing residence halls expect some 


inconvenience in return for the low rates. 
RECOMMENDATIONS 


1. That responsibility for all details concern- 
ing housing be assigned the Registration and Housing 
Coordinator and that he establish a single point of 
contact within the university housing office and the 
convention and visitors bureau for coordination of 
housing arrangements. 

2. That every attempt be made to utilize one 


large residence hall for housing all convention delegates 
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or that, alternatively, two or more adjacent residence 
halls be utilized. 

3. That arrangements be made with the housing 
office to accommodate delegates wishing to arrive up to 
a week prior or to remain up to a week following the 
convention. Although this service somewhat complicates 
the Registration and Housing Coordinator's job, it is a 
highly utilized and greatly appreciated gesture of 
hospitality. 

4. That arrangements be made with the housing 
office to accommodate delegates arriving at night after 
the offices in individual residence halls have closed. 
The recommended procedure is to maintain a resident 
Manager on duty around the clock in one residence hall 
and to instruct delegates to report to that residence 


hall after normal working hours. 
CHECKLIST 


1. Contact the university housing office and 
arrange for selection and reservation of an appropriate 
residence hall or halls based on anticipated housing 
requirements and proximity to other convention facil- 
ities. 

2. Provide the housing office important details 


Such as expected attendance, past history of rooms 





40 


required (both number and type), previous patterns of 
arrivals and departures, including estimates of early 
arrivals and late departures. 

3. Obtain specific commitments ero e housing 
office concerning the number and types of rooms which 
will be available in specific residence halls. 

4. Agree to a schedule of rates for rooms by 
type and the specific dates for which the rates will be 
applicable. Determine whether maid service is included 
in the basic A 

5. Agree to the number and type of complimentary 
accommodations the housing office will make available to 
the convention. 

6. Develop an acceptable housing reservation 
form, being sure to include arrangements for acknowledg- 
ing reservations, providing receipts when requested, and 
assigning delegates to single or double rooms. (See 
Appendix E for a copy of the AEJ 1974 registration form.) 

7. Decide whether the housing office or the 
convention housing coordinator will make room assign- 
ments. | 

8. Make arrangements to provide brochures con- 
cerning commercial hotels and motels to delegates not 
wishing to use dormitory facilities. Check the conven- 


tion and visitors bureau to determine the extent of 
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services they are willing to provide. 

97 Contact hotels and motels in the vicinity of 
the university and arrange for preferred rates and 
services for convention delegates in return for recom- 
mending use of those establishments. 

| 10. Determine university policy concerning the 
number of persons allowed to occupy a single dormitory 
room. Establish a policy concerning children occupying 
their parents' room utilizing cots or sleeping bags. 

2m Check university policy concerning consump- 
tion of alcoholic beverages in residence halls and 
follow procedures for obtaining special permission if 
required. Arrange for daily deliveries of ice to dormi- 
tories if ice machines are not available. 

12. Establish a procedure for assigning rooms 
either upon receipt of registration forms or when dele- 
gates arrive and register for convention. Be prepared 
to accommodate requests for specific roommates. 

13. Determine whether restrooms are marked for 
use by men or women, and if not, make arrangements for 
preparation and posting of signs. 

14. If there are no telephones in individual 
rooms, establish a procedure for handling incoming calls 
and messages. Residence halls which do not have indi- 


vidual telephones in each room usually have an intercom 
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system for advising residents of incoming calls. Another 
system that can be used is a telephone message center 
such as a bulletin board where telephone messages can be 
picked up. 

15. Check university policy concerning ene use of 
baby sitters in the dormitories and include such informa- 


tion in the program. 





Chapter 6 
FOOD SERVICES 


Food services for an AEJ convention involve 
planning in four major areas: regular meals, special 


meals, refreshment breaks, and social sessions. 


REGULAR MEALS 


A basic decision in planning regular meals is 
whether to offer a registration alternative which does 
not include the cost of meals. This alternative provides 
an added convenience to delegates who for one reason or 
another do not plan to eat all regular meals on campus; 
if it is offered, plans should be made to allow such 
delegates to eat regular meals by paying a per meal price 
at the door. However, there are many problems involved 
with this plan. Among the problems is the difficulty it 
generates for the food services manager in planning 
amounts of food and numbers of cooks and servers 
required. AEJ 1974 did not offer a no-meal alternative 
in its registration package because of the desire to keep 
regular meal prices at as low a level as possible while 
providing a high quality of food and service. Establish- 


ing the requirement that meals be included in the 
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registration package provided a firm planning figure 
concerning the number of individuals to be served regular 
meals. On specific request from individuals with dietary 
problems, AEJ 1974 refunded $12.50 (the actual cost of 


the meal package) after the convention. 


Scheduling Regular Meals 


Regular meals are provided during the period when 
all or most of the delegates have registered and are 
expected to be on campus. Generally, it is wise to plan 
to begin regular meal service no sooner than the evening 
of the first day and to terminate service with lunch on 
the final day of the convention. The first day of 
sessions is usually a Sunday and many delegates do not 
arrive until late afternoon. 

Depending on the policies and capabilities of 
the host university's food services establishment, it may 
be possible to offer meals on a Cash basis both before 


and after the dates of the regular meal package. 


Rates 

In arranging regular meal service, the first step 
is to advise the food services manager concerning the 
number and type of meals to be included and request a 
cost estimate for the entire package. The next step is 


to determine how charges for regular meals will be made. 
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Basically, there are two options available: one isa 
flat rate based on the number of meal tickets issued, 
and the other is charging on the basis of the exact 
number of meals served to AEJ delegates. 

The first arrangement permits the food services 
manager to plan his food procurement and labor require- 
ments in advance and to offer a lower price per meal. 
The major advantage of the second arrangement is that 
the AEJ is charged only for meals actually consumed, but 
the accounting procedures involved are complex and the 
per meal price is usually higher. 

Another consideration is whether reduced rates 
will be charged for children. Most university food 
service establishments are not accustomed to providing 
special arrangements for children. However, if the food 
services manager is amenable, it may be worthwhile to 
expend the effort required in establishing special rates 
for children. 

Before prices can be quoted, a menu must be 
selected. Generally, the food services manager will 
propose menus based on general guidelines set by the 
convention staff concerning price ranges and variety and 


types of main courses. 
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Meal Tickets 

The meal ticket is another important detail. 
Several methods may be used: punch tickets, packets con- 
taining individual tickets for each meal, or a single 
meal ticket which serves as a pass to the dining facil- 
ity. The food services office probably has a system 
already in use and following this system will probably 
be the simplest and most effective solution to the meal 


ticket question, 


Meal Hours 

A final detail is establishing hours for regular 
meals. These should conveniently coincide with the 
convention program schedule, allowing approximately an 
hour and a half for each meal, the exact time depending 
upon the speed with which the dining facility can serve 
large numbers of people. 

Establishing prices for meals involves an 
economics problem encountered in price planning for a 
variety of convention services--inflation. The plans 
for convention services such as food, transportation, and 
housing must be made as much as a year in advance. In 
CHS era ob rapid inflation; it is difficult for the 
people providing these services to quote a firm price 
that far in advance. This problem requires careful 


planning on the part of convention staff members, and 
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while it is difficult to forecast what prices for conven 
tion services will be, it is advisable to include a 
provision for inflation in the prices for such services 


to be charged to delegates. 
SPECIAL MEALS 


Special meals fall into two categories: those 
requiring a separate dining room or area and a special 
menu, and those requiring a separate dining room or area 
but with food service from the regular meal menu. There 
is usually no extra charge for the second category since 
the cost of the food is covered by the regular meal 
ticket. However, the first O ino 1 YES preparation 
of a special menu and use of table service and is mE 
ject to a surcharge. 

Divisions and affiliated organizations planning 
to schedule special meals should be requested to advise 
the convention chairman by a deadline dictated by program 
printing and food services planning requirements. Infor- 
mation which must be provided concerning special meal 
arrangements includes special menus desired, price range, 
expected number of attendees, and whether table service 
or cafeteria-style service is desired. Other helpful 
details include audio-visual requirements (especially 


public address system) and head table arrangements. 
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Organizations sponsoring special meals should be given 
the option of a fancy meal with table service at a 
higher cost (usually in the form of a surcharge on the 
amount already paid for regular meals) or of eating the 
regular meal in a separate room. If separate rooms in 
the dining facility are being used for special meals, 
care should be taken to post signs at the entrance to 
these rooms so that other delegates do not inadvertently 
wander in. 

Once all requests for special meals have been 
received, the food services manager can quote prices and 
the convention staff can tabulate surcharges. An effec- 
tive method for collecting the surcharge and establishing 
an accurate attendance figure is the use of sign-up 
sheets at the registration table. The food services 
Manager can advise you of his deadline for submitting an 
accurate head count. As a contingency measure, most food 
service establishments prepare at no additional cost 10 
to 15 percent more meals than the estimated attendance 


figure. 
REFRESHMENT BREAKS 


A full convention day runs from 8 A.M. to 10 P.M. 
Refreshment breaks offer a welcome opportunity for dele- 


gates to relax and prepare for the second half of a 





49 


morning or afternoon's business. 

The food services manager should be prepared to 
recommend a menu of beverages and snack foods appropriate 
for serving at refreshment breaks. Plans should include 
one hot beverage (probably coffee, with tea or hot choc- 
olate as options) and one cold beverage (fruit punch, 
lemonade, and iced tea are favorites). The selection of 
snack foods will depend on whether they are to be served 
at a morning or afternoon refreshment break. Snack foods 
for morning breaks include doughnuts, sweet rolls, coffee 
cake, and small pastries. Afternoon snacks are generally 
lighter, including cookies, petit fours, and light 
pastries. 

In planning refreshment breaks, do not overlook 
such details as hot and cold cups, paper plates, napkins, 
wooden or plastic spoons, forks and stirrers, sugar and 
cream. 

After a menu for each break is selected, the 
food services manager can provide a cost estimate. The 
convention staff may wish to consider soliciting sponsor- 
ship of refreshment breaks by major local news media 
organizations or businesses related to journalism or 
journalism education--for example, book publishers and 
suppliers of journalistic and photographic equipment and 


supplies. Refreshment breaks average approximately $75 
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each. In return for sponsorship, the convention is in a 
position to provide recognition in the convention program 
and placement of a sign near the refreshment tables 
acknowledging the sponsorship. Additionally, sponsors 
should be invited to send representatives to serve as 
hosts and to mingle with delegates during the refreshment 
break. 

Attention should be given to placement of the 
refreshment tables in locations which will facilitate the 
flow of traffic past the tables into an open area. Pro- 
viding at least three separate tables allows everyone to 
be served promptly and to return for seconds within a 
half-hour break. The use of waitresses or hostesses to 
serve the beverages and food may expedite serving speed 


but may also involve additional expense. 


SPECIAL PARTIES 


Numerous alumni, division, and AEJ-affiliated 
groups hold social sessions during the convention. Some 
of these are held in hotels or motels or private resi- 
dences, but many are held at the convention meeting or 
dining facility. 

Several rooms should be selected as potential 
Sites for such social sessions, taking into consideration 


such requirements as the size of the group and the type 
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of social event planned--wine and.cheese party, beer 
party, or reception. The size of the room required 
varies from twenty to several hundred. 

Supplies and services required include wine 
glasses, hors d'oeuvre trays, paper cups, cheese knives, 
and refrigerator and freezer space for beer, wine, ice, 
ice cream, and other cold beverages and food. 

Receptions may require catering from the food 
services facility. Catered events may include receptions 
hosted by the AEJ president, a division chairman, or 
other officials. Arranging for such receptions involves 
basically the same procedures as arranging for special 
meals--selecting foods and beverages, deciding on type 
of service (waitress or self-service), and establishing 
cost estimates and methods of funding and payment. 

Supplying alcoholic beverages such as beer and 
wine may involve special arrangements. Consumption of 
hard liquor on campus may be prohibited by university 
policy, as may handling of alcoholic beverages by food 
services or meeting facility staffs. Alternative methods 
of procuring and delivering alcoholic beverages must be 
provided in these instances. Sponsoring or host organi- 
zations will be unfamiliar with the location and prices 
Soetecal suppliers” therefore, the convention staff 


should be prepared to recommend suppliers. 
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RECOMMENDATIONS 


1. In addition to the regular meal package for 
delegates, be prepared to offer meals, either on a 
package or single-meal cash basis, to peripheral attend- 
ees involved with the convention--exhibitors, telephone 
message center hostesses, extension students, convention 
and visitors bureau personnel, etc. 

2. Arrange with the food service manager for 
meals to be provided for convention staff members on a 
gratis or reduced price basis. Be prepared to assume 
meal costs for staff members not receiving pay for their 
services. 

3. Prepare a list of names and addresses of 
restaurants and short-order cafés in the immediate vicin- 
ity of the university for use by delegates before and 
after the dates of the regular meal package. 

4. In selecting the menu for regular meals, do 
not sacrifice quality for economy. Most delegates prefer 
to pay a little more for high quality food service. 

5. In scheduling rooms for special meals, pay 
particular attention to the size of the group and to 
audio-visual considerations, particularly public address 
systems. Provide private, soundproof rooms with good 


acoustics for all groups with speakers. 
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6. Investigate special party facilities at 
motels and hotels close to the university and be prepared 
to recommend those establishments to groups which cannot 
be accommodated at on-campus facilities because of 
restrictions on service of hard liquor, the size of the 
group, or personal preference of the sponsoring organiza- 
tion or individual. 

7. A policy should be established concerning 
whether the food service organization or the convention 
derives any a generated due to meals paid for by 
delegates but not consumed. Because the food services 
manager has a problem in preparing designated amounts of 
food and scheduling a certain number of cooks and servers 
based on estimated attendance figures provided by the 
convention staff, the most equitable policy is to cover 
the basic expenses of the food service facility and 


return any excess funds to the convention. 


CHECKLIST 


Regular Meals 

1. Decide which meals will be included in the 
regular meal package. 

2. Request menu suggestions and a cost estimate 
from the food services manager, including a price break- 


down for breakfast, lunch, and dinner for use in charging 
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for individual meals on a cash basis. 

3. In consultation with the food services mana- 
ger, decide what method will be used to charge for regu- 
lar meals--a flat rate based on the number of tickets 
issued or on the basis of the number of meals actually 
consumed. 

4. Decide whether reduced rates will be offered 
for children; if so, the price scale to be charged for 
the different age groups should also be decided upon. 

ae Be a meal ticket system best suited to 
convention requirements and the accustomed method of 
operation of the food services facility. Be prepared to 
replace lost meal tickets. Use of numbered meal tickets 
allows accurate accounting of which ticket is held by 
specific delegates. If a delegate reports the loss of 
his meal ticket, a new one can be issued, and the food 
service facility advised to cancel the old one. 

6. Establish the hours for breakfast, lunch, 
and dinner, keeping in mind the convention program 
schedule and the serving capacity of the food services 


establishment. 


Special Meals 
l. Request that all AEJ divisions and affiliated 


organizations advise the convention staff of special meal 
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requirements in time to meet both food services planning 
and program printing requirements. Request that groups 
advise concerning price ranges, special menus, type of 
service, audio-visual needs, and estimated attendance. 

2. Assign each group hosting special meals to 
an appropriate room or dining area, either in the dining 
facility, the meeting facility, or at a hotel or motel. 

3. Select menus for special meals in coordina- 
tion with the hosting organization and advise the food 
services manager. 

4. Reserve a table at registration for sign-up 
for special meals and collection of surcharges. 

5. Advise food services manager of exact numbers 
Signed up for each special meal in accordance with estab- 
lished deadlines. Agree upon a percentage over the 
guaranteed figure which will be used in preparing extra 


servings as a contingency to cover unexpected attendance. 


Refreshment Breaks 

l. Determine how many refreshments will be 
scheduled and when. 

2. Select food and beverages to be served. 

3. Request a cost estimate for each refreshment 
break from the food services manager based on menu and 
method of service. 


4. Select locations for refreshment tables 
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designed to facilitate traffic flow. 

5. Solicit sponsorship of refreshment breaks 
from major local news media organizations and business 
establishments. 

6. Recognize refreshment break sponsors in con- 
vention program and place signs near refreshment tables 


acknowledging sponsors. 


Specie rattles 


l. Select appropriate rooms in meeting or 
dining facilities for social sessions, receptions, and 
parties. 

2. Determine what supplies and services such as 
glassware, china, cutlery, refrigerator and freezer 
Space can be provided by the meeting and food services 
facilities and whether extra charges are involved. Allow 
Organizations desiring to provide their-own "do-it-your- 
self" arrangements for special parties to do so. 

3. Request sponsoring organizations and divi- 
sions to advise of plans for special parties by a dead- 
line designed to meet program printing and food services 
requirements; however, be prepared to accommodate last 
minute requests for assistance in arranging special 
parties. 

4. Determine university policies concerning 


serving alcoholic beverages on campus and procedures for 
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requesting special permission for service of alcoholic 
beverages. 

5. Establish procedures for procuring, deliver- 
ing, and serving alcoholic beverages, including a list 
of local business establishments which supply alcoholic 


beverages. 





Chapter 7 
TRANSPORTATION AND TOURS 
TRANSPORTATION 


Transportation arrangements for an AEJ convention 
fall into two broad categories: transportation of dele- 
gates from their home towns to the host city and return 
and ground transportation in the host city in support of 
convention vente held off campus. In both of these 
areas, a professional travel agency can be of immense 
value and assistance to convention planners. 

Most delegates travel from their homes to the 
convention either by commercial aircraft or private auto- 
mobile. A small number of delegates, primarily living 
within two or three days ground travel time of the 
convention city, travel by bus or rail. Persons travel- 
ing by automobile frequently combine attendance at the 
convention with a family vacation either preceding or 


following the convention. 


The Travel Agency 


Air transportation arrangements can best be made 
by a travel agency working on instructions from the 


convention transportation coordinator and the convention 
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chairman. A travel agency has contacts in all the major 
airlines and can provide valuable information concerning 
airline service in various cities across the country. 
Because the agency makes its profit through commissions 
from the airlines, there is no direct cost to the conven- 
tion for this service. 

For those members who do not wish to use travel 
agencies, direct contact with the airlines can be provided 
by supplying membership lists to selected airlines which 
service the cities in which delegates live. The airlines 
can then contact the individuals and offer to arrange 


their flights. 


Group Fares 


Some airlines offer reduced excursion or group 
fares for groups of travelers above an established 
minimum number. It is worthwhile to request the travel 
agency to query the major airlines concerning the possi- 
bility of offering such reduced rates for groups of AEJ 
delegates, especially in cities which are transportation 
hubs such as New York, Boston, Chicago, St. Louis, 
Denver, Los Angeles, Minneapolis-St. Paul, Houston, 
Atlanta, and San Francisco. Such arrangements must be 
made early in the planning, however, because it is neces- 
sary to advise AEJ members of the availability of pool 


flights before they make other travel plans. 
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Additionally, recent or pending rulings by 
federal agencies governing air fares have created uncer- 
tainty in excursion rates which may prevent pooling or 
make it more difficult. 

Another helpful service which a travel agency 
Can provide is contact with major airlines which service 
various parts of the country. The travel agency can be 
expected to provide names and telephone numbers of points 
of contact in these airlines for dissemination to AEJ 
members in pre-convention mailings. Many airlines have 
convention specialists who can be reached on toll-free 
telephone numbers. These convention specialists offer 
assistance in arranging flights to the convention as 


well as pre and post-convention travel. 


Publicity 

Once the travel agency has contacted the major 
airlines and obtained information concerning their flight 
schedules and services, it is necessary to feature this 
information in pre-convention newsletters. In the case 
of AEJ 1974, Cush Tours of San Diego was the convention 
travel agency, and their name, address, and telephone 
number, along with those of airline offices throughout 
the country, were publicized in mailings for use by 


delegates wishing assistance in arranging travel. 
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Ground Transportation 


After all arrangements have been made for air, 
bus, and rail travel to the host city, plans for local 
ground transportation must be formulated. There are two 
major categories of local ground transportation to be 
arranged: a shuttle service between the airport and the 
university residence halls and commercial hotel or motel 
facilities, and transportation of delegates to and from 
events held off campus. It is not practical to attempt 
to provide a shuttle service to all hotel and motels; 
however, if there are concentrations of delegates at 
several hotels or motels in the vicinity of the univer- 
sity, this service can easily be provided. Members 
staying at other hotels or those arriving during slack 
periods can economize by sharing a taxicab with several 
other delegates. 

The airport shuttle service can be arranged by 
the travel agency. It is in a position to obtain flight 
arrival times and passenger manifests from the airlines, 
thus establishing passenger load requirements. Conven- 
tion planners should be aware that arrival times will 
vary with the time zone in which the host city is 
located and should include this factor in their transpor- 
tation plans. Generally, the peak arrival date is the 


first day of convention sessions, usually a Sunday. 
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The travel agency can schedule the number of buses 
required to meet passenger load requirements throughout 
the arrival period. It is advisable to request the 
travel agency to set up a desk at the airport with a 
dispatcher to control the shuttle buses. Convention 
staff members and host faculty members and their wives 
may also be at the airport during peak arrival times to 
serve as a welcoming committee; however, care should be 
taken to provide them with specific instructions and a 
timetable of expected flights. This will enable them to 
plan effectively to meet each flight and to dispatch 
arriving delegates to waiting ground transportation with 
a Minimum of delay or inconvenience. Airport regulations 
will probably require special permission to set up a 
welcome desk in the airport. 

The travel agency cannot economically schedule 
shuttle service for less than an established minimum 
number of passengers. It will be necessary for other 
arrangements to be made for passengers arriving at odd 
hours. Airport taxi or limousine service is probably 


the best solution to this problem. 


Travel Agency Desk 


The travel agency should be encouraged to set up 


a desk at the convention registration area. There are 
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numerous requests from delegates to reserve or confirm 
return transportation which can most conveniently and 
efficiently be handled through the travel agency desk. 
This procedure also allows the travel agency to establish 
more accurately the shuttle bus en or depar- 
ture flights and enables them to assist delegates in 


scheduling local tours. 


Off-Campus Events 


The second category of ground transportation in 
the host city involves off-campus events. Examples of 
such events are tours of local news media facilities; 
special meals or social events held in hotels, motels, 
private clubs, or residences off campus; and the conven- 
tion social event. 

In the case of AEJ 1974, rather complex transpor- 
tation arrangements were required to transport several 
hundred delegates from five divisions to the Union- 
Tribune Publishing Company for a tour on Tuesday after- 
noon. This operation was further complicated by the 
fact that some delegates departed from the campus and 
some from a private club in downtown San Diego where the 
Public Relations Division had attended a joint luncheon 
with the San Diego County Chapter of the Public Relations 


Society of America. 
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Immediately following the Union-Tribune tour, 
delegates from the five divisions were shuttled to the 
San Diego Zoo for a cocktail party and buffet dinner. 

At the same time, delegates from the remaining divisions 
which had been conducting afternoon sessions on campus 
were shuttled to the zoo also. 

It is apparent that arranging ground transporta- 
tion for several hundred passengers dispersed between a 
variety of locations can be a great challenge. It is 
necessary to work closely with the travel agency to 
establish exact requirements such as specific points for 
loading and unloading passengers and an accurate, yet 
flexible, time schedule. It is also wise to check all 
areas where buses will load and turn around to be sure 
there is sufficient space for any required physical 
maneuver. A check on city and university traffic regula- 
tions to be sure buses are permitted entry into all 


areas planned for use is also advisable. 


TOURS 


Tour arrangements are of two types: pre and 
post-convention tours to cities and points of interest 
outside the host city, and tours of points of interest 
in the host city and the surrounding area. 


The convention travel agency is in a position to 
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arrange both types of tours. Information concerning the 
availability of such tours should be included in pre- 
convention newsletters along with the address and tele- 
phone number of the travel agency. In the case of AEJ 
1974, Cush Tours highlighted pre and post-convention 
tours to Las Vegas, Disneyland, San Francisco, Mexico 
City, and Hawaii as well as a variety of tours in the 
San Diego area. 

Providing a table for the travel agency in the 
registration ava facilitates its offering its services 
to the delegates conveniently and with a minimum of 
effort on the part of the delegates. 

Tours of points of interest in the host city and 
the immediate vicinity are popular with delegates and 
their families. Arrangements may be made for one such 
area tour to be offered as part of the convention regis- 
tration package at no additional cost to delegates. 

This event is particularly popular with families of 
delegates who are always seeking activities during the 
day while delegates attend convention sessions. 

In addition to the gratis tour, the host univer- 
sity should be requested to provide a briefing, including 
a movie or slide presentation, concerning the university, 
followed by a walking tour of the campus. Arranging for 


a briefing by the host city’s convention and visitors 
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bureau or chamber of commerce offers another welcome 


diversion for delegates and their families. 
RECOMMENDATIONS 


1. That a reputable and reliable professional 
travel agency be engaged to support the transportation 
and tour requirements of the convention and that cost 
estimates be requested from the travel agency for a full 
range of ground transportation and other services to 
permit the convention staff to select the level of 
service best suited to its budget and needs. 

2. That the convention transportation coordi- 
nator be assigned to work with a single official within 
the travel agency throughout the planning and execution 
phases of the convention. This single contact is diffi- 
cult to achieve because of the high turnover of personnel 
in travel agencies; nevertheless, it is a desirable goal 
to be attempted because of the consistency which it 
provides. 

3. That the travel agency be requested to 
contact the major airlines for information concerning 
service in cities across the United States and that 
pooling arrangements be made if possible. 

4. That complete details of all ground transpor- 


tation requirements be provided the travel agency at the 
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earliest possible date and that the agency be requested 
to submit an estimate of the number of vehicles required 
as well as a per unit cost estimate. 

5. That convention staff and host faculty 
members and their wives serve as a welcoming committee at 
the airport during peak arrival periods and that faculty 
members be assigned as dispatchers at key locations dur- 
ing movement of large numbers of passengers to off-campus 
events. Remember to provide all dispatchers and welcom- 
ing committee members with specific instructions and 


timetables to enable them to function effectively. 


CHECKLIST 


Transportation 


1. Engage the services of a professional travel 
agency based on the range and cost of services it 
provides. 

2. Provide the travel agency a copy of the AEJ 
membership roster for use in determining the geographical 
distribution of the association's membership. 

3. Establish a single point of contact in the 
travel agency and assign the convention transportation 
coordinator the responsibility of making detailed trans- 
portation arrangements. 


4. Request that the travel agency work with 
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major airlines to provide individual and group service in 
all the major cities across the country. 

5. Request that the travel agency assist dele- 
gates in arranging bus and rail transportation. 

6. Include detailed information in all news- 
letters to assist delegates in making travel plans and 
arrangements. 

7. Formulate plans for a shuttle service between 
the airport and residence halls and a limited number of 
hotels and motels TER concentrations of AEJ delegates. 

8. Obtain permission from the appropriate 
authorities to set up a welcome desk at the airport and 
assign convention staff and faculty members and their 
Wives to Serve as a welcoming committee. 

9. Request the travel agency to assign a 
dispatcher to the airport during peak arrival periods to 
facilitate speedy and efficient shuttle service. 

10. Establish key dispatching points for all 
major ground transportation movement and assign conven- 
tion staff and faculty members as dispatchers. 

11. Reserve a table in the registration area for 


use by the travel agency. 


Tours 


l. Request the travel agency to prepare an 
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information sheet or brochure concerning pre and post- 
convention tours and local tours for inclusion in pre- 
convention mailings. 

2. Request the travel agency to arrange a local 
orientation tour to be offered as part of the convention 
registration package. This tour may be one which is 
already offered by the travel agency or one which is 
especially designed to meet the interests of the AEJ. 
Schedule the tour on an afternoon which is most conven- 
ient to the greatest number of delegates and family 
members. 

3. Arrange for the university public relations 
office to present a briefing, including either a movie 
or slide presentation, concerning the host university, 
followed by a walking tour of the campus. 

4. Arrange for a similar briefing concerning 
the host city to be provided by the convention and 
visitors bureau or chamber of commerce prior to the 


COUT. 





Chapter 8 
PROMOTIONS AND PUBLIC RELATIONS 


Publications and publicity have been combined 
into the same chapter because both activities share a 
common purpose--creating an interest in attendance at the 
convention. Although both functions have a secondary 
purpose of reaching external audiences, the greatest 
amount of time and effort is exerted in reaching an 
internal audience; i.e., AEJ members and other potential 


convention delegates. 
PUBLICATIONS 


The number and type of publications utilized by 
the convention are planned concurrently with publicity 
planning. In effect, publications are used by the con- 
vention as media in support of the publicity effort. 

At a minimum, an AEJ convention requires the 
following publication items: convention stationery, 
press release letterhead, newsletters, a convention 
program, a registration form, and a convention logo to 
be used on all of these items. 

The convention program and the registration form 


are two of the most important convention publications, 
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both of which are discussed in separate chapters. 

In developing ideas and planning the design of 
the publications, the services of both an experienced 
graphics design artist and a professional printer can be 


invaluable. 


Artist 

An artist who 1S experienced in graphics design 
can make valuable suggestions which will contribute to 
the professional appearance of the convention's publica- 
tions. The artist can be used in two ways: to design 
and prepare specific art work, such as the logo and the 
program Cover; or to design and lay out entire publica- 
tions, producing an integrated product with a unifying 
design relating each page to the others. The degree to 
which the artist is used depends largely on how much 
money the convention is able or willing to expend on art 
work and artistic design services. 

Possible sources for artists include students 
and instructors in the host university's art or graphic 
arts department, the university's audio-visual or art 
services office, the convention meeting facility artist, 
free-lance artists, advertising, typesetting or graphic 


design agencies, and professional printers. 
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Printer 

Selection of a printer is an important decision 
which should be based on several factors: price, ability 
to deliver on established deadlines, proximity to the 
university, and the variety of type styles and printing 
processes available. The least expensive printer may not 
be the best choice because he may have large regular 
accounts which will take priority over preparation of 
convention publications. 

Before contracting with a printer, bid requests 
should be submitted to at least three printers. Check 
university or state regulations concerning competitive 
bids. The bid request should list requirements such as 
dimensions of the publication, total number of copies 
required, method of printing, number and type of photo- 
graphs and art work to be reproduced, number of colors 
desired, and the number and size of advertisements. 
Along with the bid request, a sample copy should be 
requested from the printer. The printer should be 
advised of the total number and type of printing jobs 
that will be required by the convention at the time the 
bid request is submitted as volume may influence his 
price estimate. A printer who would not be eager to bid 
competitively to print only the convention stationery or 


news release letterhead may be eager to win a contract 
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for a printing package which would also ae the con- 
vention program, newsletters, and registration forms. 
University Printing 
Office 

From the standpoint of cost, proximity, and 
reliability, the university printing office may be the 
wisest choice. Deadline requirements should be carefully 
established in advance, however, because university 
printing offices tend to be overworked and usually 
require longer deadlines. The money and travel time 
saved by using the university printer may more than 
compensate for the inconvenience of having to plan print- 


ing requirements a little further in advance. 


Convention Logo 

One of the first decisions to be made regarding 
publications is the selection of a logo design for use on 
all convention SSL TER This logo will become the 
trademark of the convention. In deciding on a design, 
previous AEJ convention publications may provide a useful 
starting point. Ideas for the logo design should be 
discussed with the artist who will prepare the design and 
he should be requested to design several logos from which 
one will be selected by the convention chairman and 
Fablacatıoenssand publicity chairman. 


After the logo has been selected, the artist can 
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design convention stationery, press release letterheads, 
the program cover, registration form, and any other 


publications required by the convention. 


Newsletters 

The most important promotional publications 
produced by an AEJ convention are a series of pre- 
convention newsletters published at regular intervals 
during a six-month period preceding the convention. 

The newsletters are designed to induce attendance at the 
convention by informing AEJ members and others of plans 
and highlights of the convention. 

If a photographic offset printing process is to 
be used for the newsletters, it will be necessary to 
arrange for typing or typesetting camera-ready copy. If 
the university does not have a work processing center or 
similar office, arrangements for preparation of smooth 
copy will have to be made with a commercial typist or 
BNpPesettelré 

The content and timing of release of the news- 
letters will vary to meet the requirements of convention 
planners. The following suggestions are offered as 
general guidelines for the timing of release and content 


of the various newsletters. 


IMA p newsletters. The first newsletter 





should be timed for mailing in late February or early 
March. It is especially important because it is the 
first information concerning the convention which most 
potential attendees receive. It should be designed to 
encourage members to attend the convention. The host 
city's convention and visitors bureau may have a brochure 
designed specifically for this purpose and the possibil- 
ity of using this type of promotional flyer for the 
first newsletter should be investigated. For AEJ 1974 
the San Diego Convention and Visitors Bureau provided an 
eight-page brochure with color photographs of points of 
interest in the San Diego area on each of six 3% by 8 
inch pages. The remaining two pages were used for con- 
vention highlights. 

The remaining newsletters should be released 
about a month apart during April, May, June, and July. 

A copy of the convention registration form should 
accompany each of these newsletters to encourage and 
facilitate pre-registration. 

Although the content of the newsletters is quite 
flexible and should consist of whatever information con- 
vention staff members think most important, the following 
general topics are appropriate for inclusion in the 
respective monthly newsletters. .The number in paren- 


meses atterethe month indicates the number of months 
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preceding the convention the information should be dis- 
cussed in the newsletter. 

April (4): travel notes (air pool flights; con- 
vention travel agency name, address, and telephone 
number; pre and post-convention tours); program high- 
lights (noteworthy speakers, plenary session information, 
the Tuesday evening outing, special meals, and reminders 
of deadlines for submission of program information 
including minor revisions); information concerning sub- 
mission of audio-visual requirements, and division papers 
and abstracts; housing arrangements concerning both 
on-campus and off-campus facilities; and emphasis of the 
desirability of pre-registration. 

May (3): information concerning the host univer- 
sity, including directions for those who plan to drive; 
additional program details, reemphasizing deadlines for 
submission of program copy; registration information, 
encouraging pre-registration; and convention and visitors 
bureau information, including address and telephone 
number and a list of available brochures concerning 
hotels and motels, restaurants, recreational facilities, 
tourist attractions, and cultural events. 

Dun oe specific information about transporta- 
tion and tour arrangements (air fares from various 


cities, pool flight arrangements, points of contact in 
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various airlines servicing the convention, and pre and 
post-convention tour information); updated program notes; 
telephone message center information, including a tele- 
phone number at which family, friends, and business 
contacts may reach delegates during the convention; 
housing and meal information for early arrivals; and 
registration information with particular emphasis on the 
pre-registration deadline which is usually mid-July. It 
may also be helpful to include a copy of the campus map 
with this mailing to assist those planning to travel 
before the July newsletter is mailed. 

July (1): specific directions for check-in 
procedures upon arrival on campus (parking, housing, 
meals, and hours and location of the convention registra- 
tion and information center); airport information and 
welcome table; airport shuttle service; final program 
notes; and miscellaneous information (check cashing, 
baby sitting services, health services in case of illness 
or injury, mail, special activities such as slide presen- 
tations, tours, and recreational activities on campus; 
placement center, and a list of useful telephone num- 
bers). 

Appendix B contains copies of AEJ 1974 news- 


letters. 
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A useful tool in planning each newsletter is a 
time-line schedule outlining milestones: selection of 
newsletter content, copy deadline, submission for smooth 
typing or typesetting, delivery to the printer, pickup 
from the printer, affixing mailing labels, and delivery 
to the mailroom. This type of schedule, which can 
remain flexible, provides a working plan containing 
deadlines for each stage of newsletter preparation which 


helps keep the newsletter on schedule. 


PUBLICITY 


As previously stated, publicity for an AEJ con- 
vention can be divided into two categories based upon 


the intended audience: internal or external. 


Internal Publicity 


Internal publicity includes the convention news- 
letters; the AEJ newsletter edited by the Executive 
Secretary; correspondence of the convention chairman 
with division heads, program chairmen, heads of affil- 
iated organizations and AEJ executive officers; articles 
in professional periodical publications such as 
Journalism Educator; and bulletins from the university 
extension office to students who may wish to attend the 


convention for credit.. Full utilization should also be 
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made of division and affiliated organization publica- 
tions. These include the American Association of Schools 
and Departments of Journalism (AASDJ), the American 
Society of Journalism School Administrators (ASJSA), the 
Junior College Journalism Association (JCJA), and Sigma 


Delta Chi. 


External Publicity 


External publicity is confined primarily to 
correspondence with program advertisers, convention 
exhibitors, and sponsors; and to relations with the 
general news media. Program advertisers and exhibitors 
are discussed in separate chapters. 

General news media interest in the convention is 
usually confined to the media in the host city, reaching 
a peak just preceding and during the convention. Release 
of news articles to the general media several weeks pre- 
ceding the convention will notify them of events and 
sessions of potential newsworthiness and interest. News 
releases should highlight sessions considered newsworthy 
elther because of their timely topics or the renown of 
the speaker. Care should be taken to notify local news 
media of newsworthy convention events sufficiently in 


advance to permit them to plan their coverage. 
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Press Center 

Establishment of a press center in the meeting 
facility to assist newsmen who cover the convention is 
advisable. The press center should operate during all 
convention sessions and should be equipped with type- 
writers, paper and other essential office supplies, and 
a telephone for use by newsmen. Additionally, it is 
advisable to prepare a press kit containing important 
press releases, program notes, and photographs and 
biographies of noteworthy speakers. 

The press center should be prepared to respond 
to news media requests for interviews with AEJ officials 
and convention speakers. The publicity chairman should 
select an appropriate space for conducting interviews 


including filming for television and taping for radio. 


RECOMMENDATIONS 


1. That the publications and publicity chairman 
be selected on the basis of his experience in the 
publishing and public relations fields and that he be 
provided a student assistant to assist in preparing news 
releases and manning the press center. Skills in 
writing news releases, preparation of copy for printing, 
makeup and layout, knowledge of printing techniques and 


requirements, and news media relations are particularly 
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valuable assets for these positions. 

2. That an artist experienced in graphics 
design be chosen to prepare art work and design the lay- 
out of major convention publications such as newsletters 
and the program. The convention chairman should not 
relinquish his authority to make final decisions concern- 
ing such resource arrangements as selecting printers, 
typesetters, and artists, and should exercise a varying 
amount of authority depending on the qualifications and 
experience level of the publications and publicity 
Chairman. 

3. That the same printer be used to produce all 
convention publications and that he be selected on the 
basis of price, proximity, ability to meet established 
deadlines, and variety of type styles and printing proc- 
esses. It is recommended that the university printing 
office be carefully considered as a prime candidate 
because of lower prices and proximity. 

4. That the AEJ treasurer be requested to pro- 
vide the AEJ membership on gummed labels or in whatever 
format most convenient for use by the convention staff 
at least two to three weeks before each newsletter is 
scheduled for mailing. This procedure provides an up-to 
date membership list, insuring that even new members 


receive the newsletters. 
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5. That a copy of the convention registration 
form accompany each newsletter to encourage and facili- 
tate pre-registration. 

6. That maximum use be made of professional and 
trade publications to publicize the convention. 

7. That a qualified individual be assigned to 
assist the publications and publicity chairman in running 
the press center during the convention and that the 
individual selected have a working knowledge of news 
media relations techniques and the basic news-gathering 


techniques of both print and electronic news media. 
CHECKLIST 


1. Select a mix of publications designed to 
give maximum internal and external publicity to the 
convention. 

2. Hire an artist to design a convention logo 
and lay out important publications such as newsletters, 
the program, stationery, press release letterhead, and 
the registration form. 

3. Send out bid requests to at least three 
Drinters, zineluding the university printing office, in 
accordance with university or state regulations. Des- 
cribe the number and type of printing jobs which the 


convention will require along with such details as 
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dimensions of various publications, total number of 
copies of each required, method of printing desired, 
photographs and art work, and number of colors. 

4. Select a printer based not only on the basis 
of cost, but also on the basis of quality, proximity, 
ability to meet deadlines, and the variety of type styles 
and printing processes available. 

5. Decide how many newsletters will be sent, 
establish a time-line schedule for their preparation, and 
outline general topics to be included in each. 

6. Determine whether the convention and visitors 
bureau can provide a promotional brochure for use as the 
first newsletter. 

7. Attach a copy of the convention registration 
form to each newsletter and emphasize the desirability 
and benefits of pre-registration in each newsletter-- 
speed of processing at registration and a $10 late 
registration fee. 

8. Request an updated AEJ membership list on 
gummed mailing labels from the AEJ Executive Secretary 
two to three weeks before each newsletter is scheduled 
for mailing. 

9. Make plans to have sufficient secretarial 
help available for addressing, stuffing, and sealing 


the newsletters. 
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10. Design a publicity program that will reach 
a maximum number of people in both internal and external 
audiences with minimum expense and effort. For internal 
audiences, utilize such media as convention newsletters; 
AEJ newsletters edited by the executive secretary; 
personal correspondence with key individuals such as 
division heads, program chairmen, and AEJ officers; pro- 
fessional and trade publications; and bulletins from the 
university extension office. 

118 Make plans to equip and staff a press 
center to assist newsmen in covering the convention. 
Equip the press center with typewriters, office supplies, 


a telephone, and press kits. 





Chapter 9 
CONVENTION PROGRAM 


Convention program activities involve preparation 
of two categories of material: advertisements and 


program copy. 
ADVERTISEMENTS 


A large portion of the program printing costs 
can be recovered from the sale of advertisements; there- 
fore, it is important that a vigorous effort be made to 
solicit advertisements from as large a number of 
potential advertisers as possible. 

Candidates for program advertisements are pub- 
lishers of mass communications, journalism, advertising, 
and related books and textbooks; suppliers of journalis- 
tic and photographic equipment and supplies; and news 
media organizations, such as magazines, newspapers and 
newspaper chains, and television and radio stations and 


networks. 


Promotional Activities 
Very early in the pre-convention planning phase, 
a letter should be sent to potential advertisers and 


exhibitors. (Information concerning program 
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advertisements can be combined with information concern- 
ing exhibiting at the convention because the same organ- 
izations are likely candidates for both activities.) 

The letter should contain a description of the convention 
and the program (including size and method of printing 
to be used), a rate scale for different types and sizes 
of advertisements (full-page, double-truck, half-page, 
back cover, and inside front and back cover), directions 
for preparation of advertisement copy (camera-ready, 
scaled to size, specifications for art work or photo- 
graphs), and instructions concerning payment, including 
deposit requirements, deadlines for final payment and 
cancellation and refund policy (see Appendix C). 

The letter should be accompanied by two forms: 

a request for advertising space form and a payment form. 
These forms facilitate application for advertisements 
and provide a uniform bookkeeping record. 

Depending on the response from potential adver- 
tisers to this initial correspondence, it may be neces- 
sary to follow up with additional written correspondence 
or even to establish contact by telephone or in person 
if possible. 

Establishing Advertising 
Rates 


Rates charged for advertisements depend largely 
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on the cost of printing the program and the percentage 

of that cost which advertisements are intended to cover. 
As a general guideline, the following rates were charged 
for aes eee) the AEJ 1974 program. (Note that 


exhibitors were given reduced advertisement rates.) 


Exhibitor Non-Exhibitor 
Back cover $ 80 $100 
Inside front or back cover 70 90 
Full-page 50 75 
Half-page 30 45 
Double-truck (two pages) - 100 125 


Processing Advertisements 

As applications for advertisements are received, 
the publications and publicity chairman should establish 
a file for each advertiser. The file should contain a 
copy of the mb TE ted request for advertising space 
form, the completed payment form, any other correspond- 
ence from the advertiser, the advertisement a any 
special instructions concerning preparation of the copy 
for printing. As the program printing deadline 
approaches, it may be necessary to contact advertisers 
who have not submitted their copy or made final payment. 

It is wise to show the advertisement copy to the 
printer as it is received to insure that it conforms to 
his requirements and to allow time for revisions in the 


cae Either by the advertiser or the printer if needed. 
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An added precaution to be observed when using the univer- 
sity printing office is to Check university regulations 
concerning printing of materials containing paid adver- 
tisements. In some state universities, printing regula- 
tions prohibit use of university printing offices for 
any matter containing paid advertisements. 

Copies of the program should be sent to all 
advertisers. This is not only a professional courtesy, 
but it also shows the advertisers exactly how their 
advertising copy appeared in the program and encourages 
them to continue to advertise in future convention 


programs. 


PROGRAM COPY 


Program copy consists of two general types of 
information: administrative or housekeeping information 
and the convention program schedule. (Appendix D is a 
copy of the AEJ 1974 program.) 

Administrative 
Information 

Administrative information includes the follow- 
ing: captioned photographs of the AEJ president and 
president-elect, a list of the names and affiliations of 
the AEJ executive committee, co-founding affiliates 


(American Association of Schools and Departments of 
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Journalism and the American Society of Journalism School 
Administrators), AEJ advisory board, AEJ elected standing 
committees, American Council on Education for Journalism, 
a list of former AEJ presidents, convention program 
committee, convention staff, host faculty, and a list of 
convention advertisers, exhibitors, and contributors. 
The amount and type of housekeeping information 
included in the program vary with the individual conven- 
tion plans and requirements; however, the following 
general categories are usually included: information 
concerning the location, telephone numbers, and hours of 
operation of the convention staff headquarters office 
and the registration and information center; housing; 
parking; telephone message center; meals, including both 
regular and special meals; refreshment breaks; location 
of such facilities as the barbershop, health services 
office, recreational facilities, bookstore, post office, 
dry cleaning and laundry, and vending machines; location 
and hours of operation of the placement interview center; 
transportation information; and a list of useful tele- 


phone numbers. 


Program Schedule 


Preparation of the program schedule requires 
particular attention and careful organization. The 


initial program schedule emerges from the midwinter 
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meeting of the AEJ executive committee and program com- 
mittee. It is based on inputs from the various divi- 
sions, affiliated organizations, and AEJ committees. 
Although this initial program schedule is mjam to 
numerous subsequent revisions, it is sufficiently 
detailed and accurate to serve as the basis for the 
preparation of initial versions of the convention 
schedule. 

In preparing the convention program schedule, 
there are three important facts relating to each event: 
time and date of the event, the sponsoring division or 
organization, and the room to which the event is 


assigned. 


Three program versions. The final convention 


schedule will appear in the program in chronological 
order, but in the preparation stages it is frequently 
necessary to refer to the sponsoring organization or 
room assignment. For that reason it is advisable to 
maintain three versions of the schedule according to 
these three basic criteria. The program is quite 
lengthy, running as long as twenty typed pages, and 
organizing the information according to this system 
facilitates quick and efficient location of any desired 


piece of information. 
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l. Card files. It is also helpful to establish 
a Card file for each version of the schedule. There are 
frequent revisions of room assignments and even times of 
specific events during the preparation stage. Having the 
information on individual file cards avoids the incon- 
venience of numerous retypings of the schedule. If a 
room assignment is changed or the event is rescheduled at 
a different time, the old card can easily be replaced by 
a new card with the updated information, whereas it is 
inconvenient and time-consuming to revise or retype an 
entire page of the schedule. 

2. Folders. The initial program schedule is 
formulated at the midwinter meeting of the executive 
committee; however, numerous revisions are subsequently 
received directly from the heads or program chairmen of 
the various sponsoring divisions and organizations. In 
compiling inputs from these various sources, it is useful 
to maintain a separate folder on each division or organ- 
ization sponsoring convention sessions. The file should 
contain a card with the names, addresses, and telephone 
numbers of the division or organization head and program 
chairman, and a checklist containing such facts as 
whether program information and audio-visual requirements 
have been submitted. The file should also contain copies 


of all correspondence with the division or organization. 
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The program version by sponsoring organization is a use- 


fulsadjunet to this file. 


Room Assignments 


As soon as the convention chairman returns from 
the midwinter planning meeting, room assignments should 
be ‘made for each session based on the estimated attend- 
ance and anticipated set-up requirements (including 
audio-visual needs). Copies of this schedule, along with 
a list of room capacities, should be sent to each spon- 
soring organization with a request for submission of 


comments or revisions by an established deadline. 


Deadlines 

Several weeks before the deadline for submission 
of final program copy, the convention chairman should 
send a memorandum to each sponsoring organization. This 
memorandum should include an up-to-date copy of the 
convention schedule reflecting the program established 
to date based on initial inputs and revisions. Deadlines 
for submission of program copy should again be empha- 
sized, as well as the deadline for minor revisions. 

As the deadline date for submission of program 
copy approaches, division heads or program chairmen who 
have not submitted complete information should be con- 


eectcdsinagavidually by letter or telephone and requested 
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to provide the missing information. 

Deadlines for submission of copy are predicated 
upon typesetting and printing requirements. If a photo- 
graphic offset process is to be used in printing the | 
program, camera-ready copy will be required. The type- 
setting process requires at least two weeks, perhaps 
longer, depending on the amount of copy to be typeset. 
The services of a professional typesetter or graphic 
artist will be required. (Names and addresses of capable 
typesetters or graphic artists can be provided by the 
printer.) If the host university has a work-processing 
center or Similar operation, it may be capable of type- 
setting copy. 

When all advertisements and program copy have 
been received, a dummy of the convention program should 
be prepared for use by both the typesetter and the 
meters The typesetter should be instructed to lay out 
the pages in camera-ready sequence according to the 
dummy so that the printer can make photographic plates 
without having to reorganize the layout of the pages. 

Care should be taken in planning deadlines to 
allow for delays in both the typesetting and printing 
processes. Careful proofreading for typographical errors 
anescheckingsforproper arzangementzor pages are essen- 


tial to clean, professional copy. It is not unusual to 
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Dave. Tarea Ou galt leysin thel typesetting Stage 

before a perfect copy is achieved. After the printer has 
made the photographic plates, it is wise to double-check 
the page sequence against the dummy before the program is 


printed, collated, and stapled. 


Program Addendum 


There is a gap of at least two weeks between the 
time the program goes to the printer and the start of 
the convention. Some revisions in the program schedule 
and some new important information may be expected during 
this interim period, and plans should be made to print a 
program insert or addendum to cover this last-minute 
information. A quick and convenient method of reproduc- 
tion, such as mimeograph or ditto master, should be used. 
The insert can then be included with the regular program 
in the registration kit of each attendee. The insert 
should be called to the attention of delegates during 
administrative remarks by the convention chairman at the 
opening session as well as in the administrative informa- 


tion section of the program. 
RECOMMENDATIONS 


ia That, a complete” list of potential program 
advertisers be compiled and that a vigorous effort be 


made to procure advertisements from as many as possible. 





95 


(Offering reduced rates to companies which buy both 
advertising and exhibit space is an effective inducement.) 

2. That three versions of the program schedule 
be A on the three basic toria of time 
and date of the event, the sponsoring division or organi- 
zation, and the room to which the event is assigned. 
Maintaining a file of each version on 5 by 7 inch cards 
is particularly recommended to facilitate revisions and 
additions. 

3. That division and organization heads and 
program chairmen be advised early in the planning stage 
and reminded regularly of the deadlines for submission 
of program copy and minor revisions. (The deadlines 
will probably fall during the summer months when many 
persons supplying divisions with program inputs are not 
at their universities; therefore, it is necessary for 
program chairmen to contact them before the end of the 
spring semester.) 

4. That a program file be established for each 
division and organization sponsoring sessions to facili- 
tate checking submission of complete information. 

5. That one person, probably the publications 
and publicity chairman, be assigned to coordinate program 
preparation with the typesetter and printer, with assis- 


tance in proofreading and checking layout being rendered 
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by other convention staff members. 
6. That plans be made to print a program insert 
or addendum to cover important information received 


after the program has gone to the printer. 
CHECKLIST 


1. Compile a complete list of potential program 
advertisers based on previous AEJ programs and businesses 
in the local community. 

2. Establish rates for different types and sizes 
of advertisements, with reduced rates for exhibitors. 

3. Send out correspondence to potential adver- 
tisers at least six months prior to the convention, 
advising them of the convention, soliciting advertise- 
ments, and providing complete information concerning 
rates and directions for submission of copy, deposits, 
and final payments. 

4. Establish a file for each advertiser, includ- 
ing completed request for advertising space and payment 
forms, other correspondence from the advertiser, adver- 
tisement copy, and special instructions for copy 
preparation if any. 

5. Check all advertisement copy with the printer 
aS it is received to insure that it meets his require- 


ments and to allow for necessary revisions in the copy 
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either by the advertiser or the printer. 

6. Prepare a file of administrative and house- 
keeping information to be included in the convention 
program. 

7. Prepare versions of the program schedule 
according to time and date of the event, sponsoring 
division or organization, and room assignment. Maintain 
a working card file for each version to facilitate 
revisions. 

8. Establish deadlines for submission of program 
copy and minor revisions based on typesetting and print- 
ing schedules. 

9. Provide copies of the initial schedule with 
room assignments and room capacities to division and 
organization heads and program chairmen and request sub- 
mission of revisions by the established deadlines. 

10. Keep a file on each division or organization 
submitting program schedule information using 5 by 7 inch 
cards to maintain versions of the program by chronolog- 
ical order, by division, and by room assignment to 
facilitate checking submission of program information, 
audio-visual requirements, and to maintain consistency in 
the scheduling of events in each room. 

ll. Several weeks before the deadline for submis- 


sion of final program copy, send a memorandum to each 
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organization advising them of the current schedule and 
room assignments and requesting revisions before the 
deadline for delivery of the copy to the typesetter. 
Emphasize the deadline and utilize long distance tele- 
phone calls to reach program chairmen who have not 
complied with the deadline. AEJ 1974 spent more than 
$350 on long distance telephone calls, a large portion of 
which involved calls to program chairmen. 

12. Contact division heads or program chairmen 
who have not Monera complete program information and 
advise them that failure to submit the information 
promptly will result in incomplete information about 
their sessions in the convention program, 

13. Arrange For typesetter to prepare program 
copy, being careful to allow sufficient time for slippage 
in this stage of program preparation. Provide a program 
dummy to guide the typesetter in laying out the sequence 
of the pages. 

14. Arrange for a printer to print the program, 
allowing sufficient time for unforeseen delays, such as 
the need to order special paper or cover stock and 
slippage in the printing schedule. 

15. Proofread galleys carefully before photo- 
graphic plates are made. 


16. Double-check the page sequence with the 
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printer before the program is printed, collated, and 
stapled. 

17. Make provisions for printing a program 
addendum to include important information received after 


the program has been typeset and sent to the printer. 





Chapter 10 
EXHIBITS 


As stated in the preceding chapter, planning and 
management of exhibit activities should be handled by the 
publications and publicity chairman concurrently with 
program advertisement activities. Both functions are 
promotional in nature and the same businesses are pros- 
pects for both. 

Planning and management of the convention exhibit 
program involve three major areas: promotional activ- 


ities, financial management, and physical arrangements. 
PROMOTIONAL ACTIVITIES 


Advance announcement of the convention should be 
sent to exhibit prospects as soon as the dates of the 
convention and the location of exhibit spaces or rooms 
are settled. Additional details can follow in later 
correspondence, but early contact is important because 
many businesses make their exhibit plans more than a year 
in advance. Businesses generally budget exhibiting at 
conventions and conferences on an annual basis, and 
unless they are contacted before they formulate their 


annual budget, approval for exhibiting at the AEJ 
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convention may not be secured. 

Candidates for exhibitors include publishers, 
exhibitors from prior conventions, and local businesses. 
Promotional literature to be sent to prospective exhib- 
itors should highlight important facts about the conven- 
tion such as inclusive dates, the fact that the member- 
ship is composed of university instructors who utilize 
texts and educational materials, anticipated attendance 
figures, types of sessions to be held, rates for exhibits 
(including reduced rates for program advertisers), loca- 
tion of exhibit spaces or rooms, procedures for reserving 
spaces, making deposits and final payments, and cancel- 


lation and refund policies. (See Appendix C.) 


Exhibit Theme 

Exhibits at AEJ conventions in the past have not 
had any direct relationship to the convention program. 
However, if there is a specific theme for the convention, 
it would be wise to include this information in promo- 
tional literature so that companies can relate their 
exhibits to the theme. It may also be possible to put 
specific speakers in touch with exhibitors whose products 
coincide with their topics so that exhibits and presenta 
tions can be coordinated. This type of contact might 


help not only the sale of exhibit space, but may also 
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improve the graphic quality of the speaker's presentation 
and the impact of both the exhibit and the presentation 
on the delegates. 

It would be wise to include in the promotional 
literature a copy of the floor plan of the meeting facil- 
ity, specifying exhibit spaces and rooms. This will give 
more concrete information about the relative size and 


location of exhibit spaces. 


Forms 

Request for exhibit space forms, which also serve 
as the exhibit contract, should be included with the 
promotional literature. The form should contain spaces 
for the name of the firm, a contact person, mailing 
address and telephone number, as well as information 
about rates, deposits, final payments, and cancellation 


and refund procedures. (See Appendix C.) 


Follow-up Procedures 


Follow-up letters should be prepared for mailing 
to prospective exhibitors who do not respond to the 
Original mailing. Sale of space requires considerable 
effort and personal contact with some prospects may be 
necessary. AEJ officials or members in the home cities 
of prospective exhibitors may be able to assist in 


establishing personal contact. If such assistance is to 
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be utilized, complete information must be provided to 
enable the officials or members to answer all questions 
concerning exhibiting at the convention. 

An additional selling point for prospects who are 
wavering in their decision to exhibit is the degree of 
publicity and exposure that the exhibits will receive. 
Potential exhibitors should be advised that the conven- 
tion program will contain a list of exhibits, that refer- 
ence may be made to exhibits by speakers, and that the 
publications and publicity chairman may highlight inter- 


esting exhibits in his press releases. 


Last-Minute Requests 


Some provision should be made for accommodating 
last-minute requests for exhibit space. Even if all 
spaces in the main exhibit area have been sold, some 
alternative location may be selected which will be suit- 
able for late requests. These locations should provide 
as much exposure to delegates as possible and should, 
therefore, be as close to the main exhibit area as 


possible. 
FINANCIAL MANAGEMENT 


The first financial decision to be made in 


planning the exhibit program is whether the exhibit 
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program will serve primarily as a source of revenue, as a 
supplement to the convention program, or as a combination 
of both. Income from the rental of exhibit space Can 
partially compensate for the cost of renting the meeting 
facility, but several factors influence what rates must 


be charged to generate a profit. 


Exhibit Rates 


The principal factors to be considered in setting 


rates for exhibit spaces are: 


l. Standard prices for similar exhibits in 
other conventions in the host city (the convention 
and visitors bureau may be able to provide this 
information). 


2. Prices for exhibits at previous AEJ 
conventions (many of the same companies exhibit 
at AEJ conventions from year to year). 


3. Anticipated number of delegates and 
visitors including whether admission of the 
general public will be allowed (higher rates can 
be justified for exposure to larger numbers of 
people). 

4. Rates charged the convention by the meeting 
facility for exhibit space and equipment such as 
tables, chairs, lighting, and mechanical aids. 


5. The amount of income to be generated from 
the exhibits. 


In setting exhibit rates it should be remembered that the 
convention provides pinpointed exposure to a highly 
select audience, allowing higher rates than would be 


possible for exposure to a general audience of similar 


size. 
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Contract 

Once rates have been established, a contract form 
must be designed. The contract form may be combined with 
the request for exhibit space form previously described. 
The business manager should be consulted concerning legal 
and financial considerations before the form is final- 
ized. These forms should be circulated with promotional 


IMteraftutel 


Meeting Facility Support 


An agreement must be made with the meeting facil- 
ity manager concerning rental of exhibit spaces or rooms 
and tables, chairs, props, lighting, and other mechanical 
aids. If complete equipment is not available at the 
meeting facility, it will be necessary to make arrange- 
ments with a commercial company which rents such equip- 
ment. There are national commercial decorating companies 
which for fairly nominal fees provide tables, backdrops, 
signs, and other exhibit supplies, plus the personnel to 
set them up and dismantle them. 

If the convention has rented the entire meeting 
facility, no additional charge should be made for use of 
exhibit space or rooms; however, it is reasonable for the 
meeting facility to charge extra for furniture and equip- 
ment. These costs should be figured into the basic rate 


charged exhibitors. Provisions should be made for 
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supplying additional furniture, props, and equipment 
above the basic package at additional cost to the 
exhibitor. 

It is wise to check the provisions of the meeting 
facility's insurance policy concerning coverage of damage 
or theft of exhibit materials. If the meeting facility's 
insurance policy does not cover such losses, convention 
planners must decide whether to arrange for this coverage 


or to advise exhibitors to assume this responsibility. 


Status Reports 


Periodically during the pre-convention phase, 
either the publications and publicity chairman or the 
business manager should prepare an exhibit and advertis- 
ing status report for the convention chairman. The 
report should include information concerning the number 
of businesses contacted, a listing of companies which 
have reserved exhibit or advertising space, the amounts 
deposited and the amounts due from each company, a total 
figure for the amount pledged for exhibit and advertising 
Space, and anticipated costs for equipment. This report 
provides the convention chairman necessary information to 
decide whether additional or increased promotional 


efforts are needed. 
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PHYSICAL ARRANGEMENTS 


Selecting Exhibit Spaces 


The first physical arrangement to be made is 
selection of exhibit spaces or rooms. The feeting facil- 
ity manager should be consulted concerning his recommen- 
dations of the most suitable exhibit spaces or rooms 
based on his past experience. He should also be able to 
recommend methods en parceling out spaces if one large 


exhibit area is to be used such as a lounge or lobby. 


Exhibit Materials 

The facility manager should be requested to 
quote rates for rental of tables, chairs, bulletin 
boards, backdrops, lighting, props, and other mechanical 
aids needed by exhibitors. One table, at least two 
chairs, and a prop such as a backdrop or bulletin board 
should be provided the exhibitor as part of his basic 
exhibit package. Rates should be established for addi- 
tional exhibit space, tables, chairs, bulletin boards, 


and any additional props. 


Exhibit Hours 

| After exhibit spaces or rooms have been selected 
ana rates established, exhibit hours should be deiter- 
mined. Generally, exhibit hours should be designed to 


coincide with the times when the largest number of 
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delegates and attendees are expected to be in the meeting 
facility. Providing this information to exhibitors will 
assist them in determining their manpower requirements 
and scheduling their exhibit hours. 

Some exhibitors may not plan to send representa- 
tives to the convention and may request that the conven- 
tion staff hire students to man their exhibits. If this 
arrangement is to be made, care should be taken to estab- 
lish the hourly wages the exhibitor is willing to pay and 


the method of payment he plans to use. 


security Arrangements 


If the exhibits are located in an open space such 
as a lobby or lounge, it will be necessary to make 
security arrangements for the protection of exhibit 
materials. If the meeting facility does not maintain a 
custodian or security guard around the clock, either the 
meeting Cacility or the convention staff should hire a 
Security yuard. A related precaution is checking the 
meeting facility's insurance policy to determine whether 
it covery loss or damage of exhibit materials and equip- 
ment. 

A system of allocating exhibit space on a first- 
come, fitrnt-serve basis should be adapted and publicized 
tO prosSpeutive exhibitors. Extreme care should be exer- 


cised to bo fair to all exhibitors, especially those 
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competing with each other. Once it has been announced 
that space will be allocated on a first-come, first-serve 
basis, this system should be scrupulously observed. If a 
late inquiring exhibitor has special space needs, it may 
be necessary to approach an earlier exhibitor concerning 
the possible trade of spaces, but this should be done 
only in exceptional cases where the space in question is 
the only one that can accommodate the later exhibitor. 

Depending on the size of the meeting facility, 
problems may be encountered in locating a sufficient 
number of suitable exhibit spaces or rooms. Under these 
circumstances, it may be en to limit the amount of 
space available to a single exhibitor or to nullify 


earlier offers to rent additional space at reduced rates. 


Nonpaying Exhibitors 


Another potential problem in allocating exhibit 
space involves AEJ divisions or affiliated organizations. 
If such organizations request exhibit space on a paying 
basis, there is no problem--they can and should be 
treated like any other exhibitor. However, some organi- 
zations may request free exhibit space. This is a policy 
decision to be made by the convention chairman in consul- 
tation with the AEJ president and other appropriate 
executive committee officials. In any case, nonpaying 


exhibitors should not receive preferential treatment in 
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the allocation of spaces or rooms over paying exhibitors, 
and ideally nonpaying exhibitors should be located apart 


from paying exhibitors. 


Charts and Files 

As completed request for exhibit space forms are 
received, it is advisable to maintain a chart of sold and 
available space. This system will permit speedy and 
efficient replies to inquiries from prospective exhib- 
itors concerning the availability on of 
remaining spaces or roons. 

In addition, individual files should be kept on 
each exhibitor, including correspondence, contracts, and 
records of deposits and final payments, cancellation 
requests and refunds. Keeping records of these trans- 
actions as they occur simplifies preparation of the final 


financial statement. 


Receiving and Storage 


Details concerning receiving, storage, and set- 
ting up of exhibit materials should be carefully planned 
and implemented. The meeting facility manager should be 
requested to receive and store exhibit materials up to 
three months before the convention. Meeting facilities 
usually have sufficient storage space to accommodate 


such a request. Promotional correspondence with 
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exhibitors should inform them of proceđures to be fol- 
lowed in shipping or mailing materials, including the 
name, address, and telephone number of the meeting 


facility manager. 


Setting Up Exhibits 


Exhibitors should also be informed in advance of 
times and dates during which exhibits can be assembled 
and set up. Care should be taken to check the meeting 
facility schedule for meetings scheduled just before the 
AEJ convention. If another meeting is being held the 
day before the AEJ convention starts, difficulty may be 
encountered in selecting a convenient time to set up 
exhibits. | 

Plans should be made to have adequate representa- 
tion on the exhibit floor during the set-up period to 
assist exhibitors with problems. Representatives of both 
the convention staff and the meeting facility should be 
present, particularly a custodian and a sufficient number 
of workers to move tables, chairs, bulletin boards, 
lighting, and other mechanical aids and props into place. 
Someone from the meeting facility should be present to 
Bayısegexhibitorsioflany limitations in the size, 
electrical power, or weight requirements of exhibit 
eauinient and materials. It is helpful to obtain infor- 


mation concerning unusual power or weight requirements in 
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advance. It it possible that the combined electric 
power demands of all exhibitors will exceed the available 
service, necesultating rental of a generator or special 


wiring to achiave supplemental power. 


Signs 

If the convention staff plans to provide signs 
for exhibitors, it will be necessary to advise exhibitors 
of sizes Of sigyns to be furnished and to obtain exact 
wording in advance. The meeting facility artist can 
conveniently provide this service, but there may be an 
additional labor charge. It is also wise to arrange for 
the artist to ba on standby during the convention to 
handle any unforeseen sign requirements that arise. 

Some provision has to be made for food services 
for exhibitors. A complimentary breakfast or lunch for 
exhibitors' representatives is a good public relations 
gesture, and it may provide a sounding board for com- 
plaints or suggestions for improvements in exhibiting 
conditions. Exhibitors should be allowed to buy other 
meals at the food services facility on a cash or meal 


ticket baSis. 


Identification Radges 


It is advisable to prepare distinctive identifi- 


Cation badges for exhibitors. These will serve to gain 
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admittance to the meeting facility and convention ses- 


sions and to readily distinguish exhibitors from dele- 


gates and other categories of attendees. 


Janitorial Services 

Arrangements should be made for the meeting 
facility custodian or janitor to clean the exhibit area 
daily as it tends to become cluttered with discarded 
pamphlets and other materials. Exhibitors should be 
instructed to store all materials which they wish to 
retain in boxes overnight so that the janitor can thor- 
oughly clean the area without being concerned about what 


to keep and what to throw out. 


Post-Convention 


Requirements 


After the convention, some exhibitors may require 
assistance in packaging and mailing or shipping exhibit 
materials to their home offices. Convention or meeting 
facility staff members may be designated to assist with 
this task. In the case of the AEJ convention, however, 
most exhibitors gave away all exhibit materials rather 
than going to the trouble and expense of shipping them 
back to their home offices. Before each exhibitor 
departs the meeting facility, a check should be made to 
insure that all furniture, props, and mechanical aids 


which have been rented from the meeting facility have 
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been returned. 

The convention business manager should attempt to 
collect all unpaid exhibit fees before each exhibitor 
departs or to determine how and when payment will be 
made. Obviously, however, discretion must be exercised 
in the handling of collections, as many exhibitors are 


repeat customers and good relations must be maintained. 
RECOMMENDATIONS 


l. That the publications and publicity chairman 
be given primary responsibility for management of the 
exhibit program with other staff members providing 
supplemental assistance. 

2. That plans for promoting the exhibit program 
be made early and that advance literature be sent out as 
soon as the convention dates and location are settled. 

3. That, in setting the exhibit rates, conven- 
tion planners consider both the desire to generate 
revenue and the enrichment which the exhibits add to the 
convention program. Establishing reasonable exhibit 
rates and reduced rates for companies which also adver- 
tise in the convention program serves to insure exhibit- 
ing bs a large number and variety of companies. 

4. That exhibit spaces or rooms be selected 


primarily on the basis of maximum exposure to delegates. 
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Spaces or rooms selected should be close to meeting rooms 
and in the pattern of foot traffic in the meeting facil- 
ity. A lounge or lobby adjacent to the main auditorium 
is a choice location for exhibits if a sufficiently large 
area is available. The meeting facility manager should 
be consulted for his recommendations based on his past 
experiences with exhibits. 

5. That a system of allocating exhibit space on 
a first-come, first-serve basis be adopted and strictly 
adhered to. - 

6. That a policy be established in advance with 
AEJ officials concerning free exhibiting by AEJ divisions 
or affiliated organizations, and that, if such exhibits 
are to be permitted, that they be separated physically 


from paid exhibits. 
CHECKLIST 


1. Prepare promotional literature to be sent to 
potential exhibitors, including a request for exhibit 
space form containing a contract, facts about the conven- 
Elo 'esmibit rates, size and location of exhibit spaces 
(including a floor layout), procedures for reserving 
spaces, making deposits and final Denen and request- 
ine cancellations and refunds. Select potential exhib- 


itors from previous AEJ convention lists and local 
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prospects. 

2. Send out advance announcements concerning 
exhibiting at the convention as soon as the convention 
dates and location are settled. Details can be provided 
in later mailings. 

3. Develop exhibit rates based on a balance of 
all factors including: the amount of revenue which the 
exhibits are intended to generate; rates for similar 
exhibits in the area; rates at previous AEJ conventions; 
expenses incurred by the convention in providing exhibit 
rooms cr spaces, tables, chairs, props, lighting, and 
mechanical aids; and the amount of exposure which the 
exhibits are expected to receive. 

4. Design a contract and request for exhibit 
space form in consultation with the business manager 
concerning legal and financial considerations. 

5. Follow up initial promotional literature with 
additional brochures or letters to be sent to prospects 
who have not responded to the original mailing. Tele- 
phone calls to some prospects may also be necessary. 

6. Arrange for AEJ officials or members in 
cities where the national offices of potential exhibitors 
are located to contact prospects personally. Provide 
AEJ officials and members complete information concerning 


exhibiting so that they can do a creditable selling job. 
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7. Reach an agreement with the meeting facility 
manager concerning rates for exhibit spaces or rooms, 
furniture; props, lighting, bulletin boards, backdrops, 
and mechanical aids. 

8. Establish exhibit hours based on the conven- 
tion schedule. Include this information in the program 
and provide it to exhibitors. 

9. Make arrangements for Necessary security 
guard protection and insurance coveraye either by the 
convention, the meeting facility, or the exhibitors 
themselves. 

10. Make provisions to hire students to man 
exhibits upon request from companies which do not plan 
to send representatives to the convertion. 

11. Adopt a system of allocating exhibit space 
on a first-come, first-serve basis. Maintain a chart of 
sold and available space for use in providing speedy 
response to inquiries from prospects, 

12. Request a policy decision from the AEJ execu- 
tive committee concerning requests fiom AEJ divisions or 
affiliated organizations to exhibit tree of charge. 
Select appropriate spaces for such exhibits apart from 
the paid exhibits. 

13. Maintain individual filen on each exhibitor, 


including coorespondence, contracts, and payment 
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information. 

14. Develop plans with the meeting facility 
manager to receive and store exhibit materials up to 
three months before the convention. Advise exhibitors of 
these arrangements and provide instructions concerning 
procedures to follow in shipping or mailing materials. 

15. Establish the times and dates during which 
exhibits can be assembled and set up, taking care to 
check the meeting facility schedule for conflicting 
meetings. Inform the exhibitors of these times and 
dates. 

16. Provide adequate assistance on the exhibit 
floor during the set-up period, including both convention 
staff and custodians and workers from the meeting 
facility. 

17. Decide whether signs will be provided for 
exhibitors. If so, obtain exact wording in advance and 
provide it to the artist who will prepare the signs. 

18. Make food services arrangements for exhib- 
itors, including both regular meals and possibly a 
complimentary breakfast or lunch at which exhibitors can 
voice complaints or make suggestions for improving 
exhibiting conditions. 

19. Make provisions for housing exhibitors in 


university residence halls if desired. 





119 


20. Prepare distinctive identification badges 
for exhibitors to distinguish them from delegates and 
other categories of attendees. 

21. Arrange for the meeting facility janitor to 
clean the exhibit area daily and instruct exhibitors to 
store materials overnight if they do not want them 
thrown out. 

22. Arrange for post-convention assistance to 
be provided exhibitors in packaging and mailing or 
shipping exhibit materials back to their home offices. 

23. Direct the business manager to attempt to 
collect all unpaid exhibit fees or at least determine 
method and time of payments before exhibitors depart. 
Discretion should be exercised to maintain good relations 
with exhibitors, keeping in mind that many are return 


customers for future AEJ conventions. 





Chapter 11 


DIVISION PAPERS AND ABSTRACTS 


Every speaker scheduled to make a presentation at 
the convention is requested to submit one hundred copies 
of his paper and a sufficient number of copies of an 
abstract of the paper to provide one to each delegate. 
The one hundred copies of the paper are offered for sale 
to delegates at a cost of twenty-five cents a copy. (The 
revenue thus generated goes to the AEJ.) The abstracts 
are included in the registration kit of each delegate to 
assist in determining which sessions are of greatest 
interest and to provide general information about the 
full range of convention presentations. 

Speakers are informed of the deadlines for sub- 
mission of the papers and abstracts through their respec- 
tive divisions or affiliated organizations. Deadlines 
are established and publicized along with deadlines for 
submission by the divisions of program copy and audio- 
visual requirements. Every means must be used to 
emphasize and reemphasize the deadlines for division 
papers and abstracts because speakers come from a divers- 
ity of sources and not all can be reached directly 


through an AEJ division or affiliated organization. 
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The pre-convention newsletters, AEJ newsletters, and 
direct correspondence from the convention chairman are 
recommended methods of insuring that all speakers are 


informed about submission and deadline requirements. 
DIVISION PAPERS 


A typical AEJ convention may include more than 
one hundred individual presentations. Making arrange- 
ments for receiving, storing, and handling one hundred 
copies of each paper requires careful planning in several 
areas. The first consideration, establishing deadlines 
for submission of the papers, has already been alluded 
to. The deadline for submission of division papers 
should be at least two weeks before the opening date of 
the convention. This deadline allows sufficient time to 
unpack, sort, and arrange the papers in the room in the 
meeting facility where they will be sold. 

Shipping and Mailing 
Instructions 

Speakers submitting papers should be instructed 
to include the following information on the outside of 
their packages: the name of the author, the division or 
divisions (in the case of joint sessions) to which the 
paper will be delivered, whether the package contains a 


paper or an abstract, and the title of the paper. This 
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information is useful to convention staff members in 
handling and sorting papers and abstracts. 

Speakers submitting papers and abstracts should 
also be instructed to mail three copies directly to the 
AEJ executive secretary who will retain them among the 
association's permanent records. This arrangement also 
permits convention staff members to dispose of unsold 
division papers without concern about packing or mailing 


them to the AEJ. 


Storage 


A large storage room or unoccupied classroom is 
required for storing papers and abstracts from approxi- 
mately June 1 until the start of the convention. It is 
advisable to inform the university post office in advance 
that a considerable number of packages addressed to the 
AEJ will be received and to arrange to have the packages 
delivered directly to the storage room rather than to the 
department mail room. This procedure minimizes and 
simplifies handling of bulky and heavy packages by con- 


vention staff members. 


Checklist 
I is ūüseful to prepare a checklist containing 
the titles and authors' names of all papers and 


abstracts. This checklist, arranged by division, 
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facilitates keeping track of which papers and abstracts 
have been received and which are still outstanding. Each 
paper should be assigned a code identifying it as belong- 
ing to a specific division. For example, papers in the 
advertising division would be identified as Ad-1, Ad-2, 
Ad-3, etc. As deadlines for submission of papers and 
abstracts approach, division program chairmen should be 
requested to contact speakers in their division who have 
not submitted their papers or abstracts. Checking the 
status of each division in submitting papers and 
abstracts is one of the principal purposes of the divi- 


sion card file previously referred to. 


Paper Salesroom 


A large room in the convention meeting facility 
which can be locked should be selected as the site of 
division paper sales. The room should measure at least 
900 square feet, and arrangements should be made with the 
meeting facility to have a sufficient number of tables 
placed in the room to hold all the papers. The best 
method of displaying the papers is by division because 
delegates usually identify topics of interest in this 
manner. Small signs should be placed in front of each 
set of division papers to assist delegates in locating 


divisions of interest to them. 
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Transporting Papers 


Transporting the division papers from the storage 
room to the convention meeting facility requires a large 
truck and at least four workers. Most universities have 
a physical services, public works, or similar department 
which provides this kind of service. Unpacking and 
arranging the papers in the meeting facility room occu- 
pies at least two staff members for an entire day. Use 
of the checklist and pre-marking each box with the 
division identification code simplifies and expedites 


this procedure. 


Schedule 

Finally, a schedule during which division papers 
will be sold must be formulated and included in the con- 
vention program. The division papers room should be open 
during all periods when large numbers of delegates are 
attending sessions, especially during the first two days 
of the convention when the volume of paper sales is 
particularly large. It is advisable to have at least 
twoupeOplesto handle division paper sales, especially af 
the room is to be open for more than eight consecutive 
hours. Individuals selected for this job should be 
reliable and experienced in handling money since consid- 
Praipres-mountssare collected. Plans should be made to 


provide a division papers cash box with a large supply 
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of quarters and daily collections by the business 


manager. 
ABSTRACTS 


Speakers should be instructed to follow the same 
procedures in submitting abstracts as in submitting 
division papers; namely, to identify packages on the 
outside with the author's name, the division or divisions 
to which the paper will be delivered, whether the package 
contains abstracts or papers, and the title of the paper. 

Abstracts can be stored in the same room as 
papers, and a similar coding system and checklist can be 
used for abstracts as for papers. 

The deadline for submitting abstracts should be 
set about six weeks before the opening date of the con- 
vention. This deadline allows for contacting speakers 
who do not submit abstracts on time and for sorting, 
collating, and stuffing the abstracts into the registra- 
tion kits. The process of collating and stuffing the 
abstracts is especially time-consuming and tedious, 
requiring at least six people working eight hours a day 
for about five days, or about 240 man-hours. For this 
reason, machine collating is highly desirable and should 
Berütılızecwifsat all possible. The úniversity printing 


office may have mechanical collators or should be able to 





126 


recommend other places which have them. 

The abstracts can be stuffed into the registra- 
tion kits concurrently with other materials such as name 
tags, programs, registration forms and receipts, meal 
tickets, and campus maps. Because of the tedious and 
monotonous nature of this job, it is advisable to sched- 
ule workers for short shifts. 

The stuffed registration kits can be stored in 
the same location as the division papers and transported 
to the meeting facility at the same time as the division 
papers and any other supplies to be used by the conven- 
tion staff at the registration and information center in 


the meeting facility. 
RECOMMENDATIONS 


1. That a complete and aggressive publicity 
program be formulated to insure that all speakers are 
informed of deadlines for submitting division papers and 
abstracts. 

2. That, because of the volume of papers and 
abstracts to be processed, a workable system be developed 
to receive, identify, and store papers and abstracts. 

The coding system and checklist method are highly 
recommended. 


nas speakers be Iinstructedetrozarrıx the 
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following information to tlie outside of packages contain- 
ing papers and abstracts: the author's name, the divi- 
sion or divisions to which the paper will be delivered, 
whether the contents are Papers or abstracts, and the 
title of the paper. Speakers should be specifically 
instructed to ship papers and abstract in separate pack- 
ages because the two categories of materials are proc- 
essed by convention staff members at different times and 
for different reasons. 

4. That a large alurage area or classroom as 
close as possible to the Staff offices and the meeting 
facility be selected for storing papers and abstracts. 

5. That the university post office be requested 
to deliver packages addressed to the AEJ directly to the 
storage room, 

6. That a suitabla room in the meeting facility 
be selected for use in displaying and selling division 
papers. The room should he large enough to accommodate 
a sufficient number of tables to display all the papers. 

7. That a sufficiently flexible schedule be 
devised for sorting, collating, and stuffing abstracts 
into the registration kits along with other materials. 
Short work shifts (no more (han four hours) are recom- 
mended because of the tediiwis and monotonous nature of 


this task. 
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CHECKLIST 


l. Establish and publicize deadlines for submis- 
Sion of division papers and abstracts well in advance and 
present this information through as many media as 
possible to insure that all speakers are aware of it. 

2. Instruct speakers submitting papers and 
abstracts to identify the outside of their packages with 
the following information: author's name, division(s) to 
which the paper will be delivered, whether the package 
contains division papers or abstracts, and the title 
of the paper. 

3. Select and reserve a large storage room or 
unoccupied classroom for use in storing papers and 
abstracts. 

4. Request the university post office to 
deliver packages addressed to the AEJ directly to the 
storage room. 

5. Develop a checklist containing the titles 
and authors' names by division for use in accounting for 
papers and abstracts. 

6. Develop a code for identifying each package 
according to its contents. In the case of papers, this 
information will be used in arranging the papers by 
divisions on the tables in the meeting facility room. 


me Nescase or abstracts, it will be used for sorting 
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and collating abstracts for stuffing into registration 
kits. 

7. Hire a sufficient number of workers to sort, 
collate, and stuff the abstracts and other materials into 
the registration kits. Plan on requiring at least six 
people working five eight-hour days or 240 man-hours. 

8. Arrange with the university's physical 
services, public works, or similar department to provide 
a truck and workers to move the papers and stuffed 
registration kits from the storage room to the meeting 
facility at a preestablished time and date. 

9. Arrange for at least two people to unpack 
the division papers and arrange them on tables in the 
meeting facility room where the papers are to be sold. 
Plan on this procedure requiring at least one full day. 

10. Establish a schedule for the sale of divi- 
Sion papers and include it in the convention program. 
Longer hours should be planned during the first two days 
of the convention when most delegates are eager to buy 
papers. 

11. Arrange for a suitable number of people to 
man the division paper room. Remember to provide a cash 
box with a large supply of quarters for change and to 
arrange for daily collections by the business manager. 


12. Make arrangements for disposing of unsold 
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papers. Determine in advance whether the AEJ executive 
committee wants to retain the papers, and if so, deter- 


mine where they should be mailed. 





Chapter 12 
AUDIO-VISUAL REQUIREMENTS 


Planning and arranging for audio-visual require- 
ments take place in three stages: determining the needs 
of the various participating divisions and affiliated 
organizations; procuring the necessary equipment; and 
developing and implementing an equipment utilization 
schedule designed to insure that the proper equipment is 
placed in the appropriate meeting room at the scheduled 


time. 


DETERMINING REQUIREMENTS 


Divisions and affiliated organizations should be 
requested to submit audio-visual requirements at the 
same time as they are contacted concerning submission of 
program copy and division papers and abstracts. There 
are some peculiar problems in the gathering of informa- 
tion concerning audio-visual requirements which require 
careful planning by the convention staff and coordination 


with program chairmen. 


Deadlines 
Establishing contact with speakers within their 


divisions or organizations is the responsibility of the 
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division program chairmen; however, the convention staff 
has a vested interest in insuring that complete informa- 
tion is received as early as possible. Because audio- 
visual requirements originate with the individual 
speakers, program chairmen should be notified early of 
the deadline for submitting this information to the 
convention staff so that they have sufficient time to 
contact all speakers within their division. 

It is also important to remind division program 
chairmen of the deadline at regular intervals in corres- 
pondence and promotional literature. A point to keep in 
mind is that many speakers and program chairmen are 
difficult to contact after the spring semester or quarter 
adjourns, making it essential that as much correspond- 
ence concerning audio-visual requirements as possible be 
completed well before that time. 

Even with early planning and frequent notice of 
deadlines in newsletters and personal correspondence with 
program chairmen, it will be necessary to contact by 
telephone some program chairmen who fail to meet deadline 
requirements. Considerable long distance telephone 
expenses are incurred in this process; however, because 
of time limitations, use of the telephone to obtain this 
information is preferable to use of written correspond- 


ence. With careful planning, calls concerning 
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audio-visual requirements can be combined with calls 
concerning program copy or division paper and abstract 


submissions. 
PROCURING AUDIO-VISUAL EQUIPMENT 


The second stage of audio-visual planning 
involves procurement of the necessary equipment. Primary 
sources of audio-visual equipment are the university's 
audio-visual facility, the meeting facility, the host 
department, er commercial suppliers. The most commonly 
utilized equipment at AEJ conventions are 35mm slide 
projectors (mainly carousel tray types with a few stack 
types), 16mm motion picture projectors, overhead projec- 
tors, tape recorders (both reel-to-reel and cassette), 
projection screens, and public address systems. A few 
requests for videotape equipment may be received. If 
videotape equipment is not available on campus, consid- 
erable expense will be incurred in renting it from a 
commercial supplier. A policy should be established 
concerning whether the speaker, his host division or 
affiliated organization, or the convention will pay for 
rental of this equipment. 

As a general indication of the numbers of each 
type of equipment required, AEJ 1974 utilized five 


carousel slide projectors, one stack-type slide 
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projector, three cassette tape recorders, two reel-to- 
reel tape recorders, two overhead projectors, and two 
movie projectors. One speaker requested videotape equip- 
ment which was not available at the meeting facility. 

The request was cancelled upon learning the rental rate 


($150 per day) charged by a commercial supplier. 
DEVELOPING A SCHEDULE 


The third stage is developing and implementing an 
equipment utilization schedule. The problem in develop- 
ing the schedule is to obtain the most efficient use of 
equipment with a minimum of movement from one meeting 
room to another. This third stage is actually a contin- 
uation of the first; therefore, the format in which the 
requests are compiled should be compatible with the 
format of the final equipment utilization schedule. 
Because the meeting facility manager will ultimately be 
responsible for supervising the actual placement of the 
equipment in the meeting rooms for each session, he 
should be consulted concerning the preferred format for 
the compilation of the audio-visual requirement infor- 


mation. 


Use of Program Schedules 


There are two workable methods for compiling 
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both the requests from division program chairmen and the 
final equipment utilization schedule. The first method 
employs the room in which the equipment will be utilized 
as the basic factor in scheduling equipment. The second 
method uses the individual piece of equipment as the 
basis for the schedule. Regardless of which system is 
used, the versions of the program schedule arranged by 
division and room assignment are extremely useful tools 
both in checking submission of audio-visual requirements 
by the program chairmen and in working up the equipment 
utilization schedule. For example, if a convention 
staff member needs to schedule a meeting for sixty 
people requiring a slide projector and a cassette tape 
recorder, he can consult the room assignment card file 
to determine which rooms of that size are available and 
the equipment card file to determine whether the 
required pieces of equipment will already be in place in 
the room or whether an additional request for this equip- 
ment will have to be submitted to the meeting facility. 
Keeping a running account of audio-visual re- 
quirements on the division version of the program 
schedule facilitates checking the progress of each 
division in submitting its requirements. Entering audio 
visual requirements for each session scheduled under 


each division program provides a graphic presentation of 
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those sessions for which the een requirements 
are known as well as those that are still outstanding. 
Similarly, utilizing the room assignment version of the 
program schedule allows the scheduling of each piece of 
equipment with a minimum of movement from room to room. 
Since time between sessions is frequently short and labor 
may be a problem, this awareness of continuing require- 
ments for specific types of equipment in meeting rooms 

is a valuable asset. 

The deadline for submission of audio-visual 
requirements by the division and affiliated organization 
program chairmen should be at least two weeks before the 
start of the convention to allow the meeting facility 
manager to work up the equipment utilization schedule 
and to procure all necessary equipment. The final 
equipment utilization schedule should be checked by the 
convention chairman or deputy chairman against the raw 
data to insure completeness. It is easy to overlook a 
piece of equipment or even an entire session when dealing 


with so large a number of sessions. 


Extra Equipment 


It is wise to plan to have at least one extra 
piece of equipment of each type on hand as reserves for 
use in meeting unforeseen or last-minute requirements. 


It is not unusual for some speakers to fail to notify 
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their program chairman of plans to use audio-visual aids 
in their presentation or for speakers to add film or 
slides to their presentations after the deadline for 
notifying the convention staff of audio-visual require- 
ments. Having at least one piece of each type of 
equipment in reserve should suffice in meeting these 
contingencies; however, it is also helpful to arrange for 
quick procurement of additional equipment should the 


need arise. 


Double-Check Setups 


Another precaution worth noting is having conven- 
tion staff members double-check each meeting room before 
each session during the first day of the convention to 
insure that the system for placement of audio-visual 
equipment is working properly. A single meeting facility 
custodian should be established in advance as the point 
of contact for audio-visual equipment, and he should be 
available on short notice to fill unexpected requirements 


or make revisions to previously scheduled arrangements. 


Taping 

Many delegates are interested in having audio or 
videotapes of selected sessions for use in their classes 
or for their personal professional libraries. If the 


university has an audio-visual office which can provide 
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this service, additional revenue can be generated for the 
convention through sale of tapes. If the university 
cannot provide the service, there are commercial taping 
services which can do so; however, if commercial services 


are used, no funds are generated for the convention. 


RECOMMENDATIONS 


1. That every available medium of communication 
be utilized to notify division and affiliated organiza- 
tion program chairmen of the deadline for submitting 
audio-visual requirements. 

2. That the meeting facility manager take 
primary responsibility for procuring, safekeeping, and 
placement of audio-visual equipment in meeting rooms. 

3. That the program schedules by division and 
room assignment be utilized in checking submission of 
audio-visual requirements by program chairmen, in compil- 
ing the raw data, and in formulating the final equipment 
utilization schedule. 

4, That precautions be taken to double-check the 
final equipment utilization schedule against the division 
requests and that at least one extra piece of each type 
of equipment be placed on reserve to meet unforeseen 
requirements. Convention staff members should double- 


check each meeting room before each session during the 
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first day of meetings to insure that the system is 


working properly. 
CHECKLIST 


l. Establish the deadline for submission of 
audio-visual requirements by division and affiliated 
organization program chairmen based on a variety of 
factors including the amount of time required to process 
the raw data, procure the equipment, and formulate an 
equipment utilization schedule. 

2. Notify program chairmen of the deadline as 
early as possible and frequently remind them of it util- 
izing every available medium of communication, including 
newsletters, personal correspondence, and telephone calls. 
If all else fails, Me type of session often suggests 
possible audio-visual requirements and convention 
planners can predict requirements fairly accurately from 
the type of session. For example, sessions in large 
rooms always require microphones. 

3. Contact program chairmen who fail to meet 
the deadline by telephone to insure speedy submission of 
the information. 

4. Consult with the meeting facility manager 
concerning the format which he plans to use in formulat- 


ing the equipment utilization schedule and compile the 
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division requests in a ap format. 

5. Use the division and room assignment versions 
of the program schedule to compile inputs from program 
chairmen and as the basis for formulating the equipment 
utilization schedule. 

6. Submit the audio-visual requirements to the 
meeting facility manager at least two weeks before the 
start of the convention to allow sufficient time for 
procurement of necessary equipment. 

7. Keep at least one extra piece of equipment 
of Sich type on reserve for standby use in case of 
unforeseen requirements. 

8. Be prepared to accommodate requests for 
equipment which must be rented from commercial suppliers, 
and establish a policy concerning whether the speaker, 
the host division, or the convention will bear rental 
costs. 

9. Arrange for convention staff members to 
double-check each meeting room before the start of each 
session on the first day of the convention to insure 
that the system is working properly, and spot-check rooms 
periodically during the convention to insure continuing 
satisfactory service. | 

rO. 6 tablish a single custodian from the 


meeting facility as the point of contact in accommodating 
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last-minute revisions in the audio-visual schedule. Be 
able to contact him by telephone or at a specified loca- 


tion in the meeting facility. 





Chapter 13 
REGISTRATION 


Registration responsibilities begin with the 
earliest convention planning and continue through the 
periods before, during, and after the convention. The 
person selected as registration coordinator must have 
adequate time to devote to the assignment because it is 
virtually a full-time job for at least three months pre- 
ceding the convention and requires considerable post- 
convention wrap-up work. Attributes which are desirable 
in the registration coordinator are a background in 
accounting or business, the ability to organize and plan 
effectively, and the ability to work with people. 

Pre-convention registration planning involves the 
ici of a registration plan, designing the regis- 
tration form, and planning the registration packet or 


kit 
FORMULATING A REGISTRATION PLAN 


There are two major decisions to be made in the 
formulation of a registration plan: what combination of 
registration options to offer; and whether advance mail 


registration, at-convention registration, or a 
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combination of the two will be used. 


Registration Packages 
AEJ 1974 offered two registration packages: 


registration with meals and on-campus housing, and regis- 
tration with meals but no housing. It should be noted 
that meals were a mandatory part of registration. The 
convention chairman may wish to consider making three 
options: meals, registration, and housing. However, if 
meals are not included as part of registration, it is 
extremely difficult to predict the volume of meals in 


order to achieve a reasonable food services cost. 


Establishing the 
Registration Fee 


In establishing the basic registration fee, 
convention planners must consider what expenses are to 
be covered by the fee. These include meals, meeting 
facility rental, the special social outing, transporta- 
tion, personnel costs, telephone bills, printing and 
duplicating, program preparation and printing, mailing 
costs, foundation (accounting and bookkeeping) expenses, 
and miscellaneous operating expenses. (Note that housing 
is not included as part of the basic expenses because it 
is offered as an option and an additional amount is 
collected above the basic registration fee for those 


desiring on-campus houSing.) A note of caution is 
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offered concerning a hidden expense in planning housing 
rates: because the foundation or accounting organization 
frequently charges the convention a percentage of the 
funds handled, the convention will actually bear an 
expense on housing funds. For example, the San Diego 
State University Foundation charged AEJ 1974 5 percent of 
all disbursements made, thus the convention paid more 
than $500 to the foundation for handling housing fees 
alone. Convention planners should be aware of this 
hidden expense when setting housing rates and should add 
a percentage equivalent to that charged by the accounting 
organization to their housing rate. 

Convention planners should take great care to 
determine what combination of the basic expenses listed 
above will actually be incurred by their particular con- 
vention. There is considerable variation because differ 
ent host universities and departments are willing to 
provide a varying degree of support in sharing the 
personnel, printing and duplicating, mailing, and operat- 
ing expenses. Also, foundations or accounting as aa 
tions charge different rates for their services, a 
factor which can influence the basic registration fee. 

For AEJ 1974, a basic registration fee of $50 was 
charged for members, $60 for nonmembers, and $20 and 


$30, respectively, for dependents of members and 
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nonmembers. A late registration fee of $10 was charged 
for registrations received after July 15. It should be 
noted, however, that in the case of AEJ 1974 these regis- 
tration fee levels generated a considerable profit. 

The surplus was due to several factors of a 
unique or one-time nature. First, the basic registration 
was established on an anticipated attendance of 300 
persons. The total attendance was nearly double that 
figure and a surplus was realized (since expenses do not 
increase in direct proportion to attendance). 

Second, the San Diego State University Foundation 
agreed to handle the fiscal affairs of the convention 
for 5 percent of the expenditures rather than their usual 
15 percent fee, a savings of more than $1,000 compared to 
the previous year's accounting expenses at Colorado State 
University. 

Third, the mailing costs of the convention promo- 
tional materials were borne by the San Diego State Uni- 
versity Office of Continuing Education in return for 
offering the convention as a one-unit extension course. 

Fourth, both the Department of Journalism and the 
College of Professional Studies at San Diego State Uni- 
versity assumed in excess of $500 in both secretarial 
and duplicating costs as part of their contributions to 


ctheseonvention. 
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Fifth, on the advice of counsel and with the con- 
currence of the AEJ officers, the decision was made to 
forego buying health and accident insurance, resulting 
in a savings of more than $1,000. 

Finally, an additional approximate $1,000 in 
unanticipated revenue accrued as a result of unexpectedly 
high sales of convention papers, program advertisements, 
exhibit space, and sponsorships. 

On the debit side of the ledger, AEJ 1974 under- 
budgeted family expenses, offsetting some of the surplus 
realized from the factors stated above. The cost of 
meals, a gratis sightseeing tour, the zoo outing, and 
transportation totaled $27.15, a loss of about $7 per 
family member. This amount had to be made up from 
registration fees of members and nonmembers. 

Obviously, the combination of all of the above 
factors varies considerably among host universities, and 
convention planners must study their particular situation 
carefully to arrive at a registration fee that will 


insure that the convention will at least break even. 


Types of Registration 


The second consideration in designing the regis- 
tration format is whether to use advance mail registra- 


tion, at-convention registration, or a combination of 
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the two. For a convention the size of AEJ, the combina- 
tion plan is by far the best option. The principal 
benefit of advance mail registration is that it provides 
convention planners with some indication of expected 
attendance and it expedites the registration procedure 
for delegates, shortening the waiting time in the regis- 
tration line. However, not all delegates can or wish to 
register in advance, and the option of at-convention 
registration should be left open to them. A means of 
encouraging pre-registration is to offer a $10 discount 
for early registration, prior to a designated cut-off 
date. Another option is to levy a surcharge for late 
registration; however, this is a negative approach of 
fining people for late registration which generates 
resentment among many delegates. In addition, the late 
charge is more difficult from an accounting standpoint, 
requiring an additional step in the bookkeeping proce- 
dure. The discount is easier to enforce because it is 
given automatically up to a designated deadline date and 
requires no special bookkeeping procedures. 

Peoolicy, Should bosestab lished for refunds tos 
cancellations and no-shows. A cancellation or no-show 
Seccpomeaboutss!0 us appropriate to cover administrative 


costs. 
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THE REGISTRATION FORM 


After the registration plan has been formulated, 
the registration form must be designed to contain all 
the essential registration data. The form should be 
designed in consultation with the accountant or book- 
keeper. Other than bookkeeping considerations, the 
primary concern is keeping the form as simple and read- 
able as possible. 

The following basic facts should be included on 
the registration form: blanks for the registrant's 
name, affiliation, address, telephone number, whether he 
is an AEJ member, and for those accompanied by family 
members, spouse's name and the names and ages of 
rr rane me 

Following the basic data, there should be a 
listing of the various registration packages offered 
(housing, meals, registration) with blanks in which the 
registrant can enter the appropriate amounts for his 
particular category. 

The bookkeeper may wish to reserve a small 
portion of the registration form for notations of amounts 
received, date received, and whether it applies toward 
meals, registration, or housing. Appendix E is a copy 
of the AEJ 1974 registration form. 


Once the registration form has been designed, it 
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should be pretested on several people who have not pre- 
viously seen it. Pretesting will determine the read- 
ability, clarity, and workability of the form. 

The final step in the preparation of the regis- 
tration form is duplication. A sufficient number of 
forms must be printed for copies to be included in all 
newsletters with a sufficient number remaining for use 


during at-convention registration. 
THE REGISTRATION PACKET 


The final pre-convention registration activity is 
planning the registration packet or kit. The choice of 
what type of packet to use is governed by the cost and 
availability of various kinds of packets. AEJ 1974 
simply used very large manila iS pes which were 
readily available at a low cost and which proved quite 
suitable. Various convention and visitors bureaus and 
office supply stores offer containers especially designed 
to serve as registration kits. Additionally, it may be 
possible to arrange for a business firm, such as a 
publisher or a manufacturer of photographic or journal- 
istic equipment and supplies, to donate registration kits 
stamped with the company insignia or trademark. 

The front of the manila envelope can be used to 


notate the name of the registrant, amounts paid and 
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outstanding, and any discrepancies in payment which would 
place him in a special category. Different colored mark- 
ing pens can be used for each category--fully paid, 
balance owed, bad checks--and the envelopes organized 
into sets at different registration tables. Tagging the 
envelopes in this manner is a great help in organizing 
and speeding up the registration procedure. 

The following items should be included in the 
registration kit: a copy of the convention program, a 
set of abstracts of papers to be presented, a copy of 
the completed registration form, a name badge and ribbon 
for officials or special categories of delegates, meal 
tickets, a meeting facility floor plan (if not included 
in the program), and a campus map. 

Some materials should be prepared and stuffed 
into the registration packet by the registration coordi- 
nator as the advance registration forms are received by 
Mail. These materials include a copy of the completed 
registration form which will serve as a receipt, a name 
badge (and ribbon for special categories of delegates), 
and meal tickets. Remaining materials, such as 
abstracts, the program, meeting facility floor plans, 


and campus maps, may not be ready until a later time. 





Dos 
THE REGISTRATION PROCEDURE 


The effectiveness of pre-convention registration 
planning is tested during the actual registration proce- 
dure. A smoothly functioning registration desk can 
contribute significantly to the success of the convention 
by creating a favorable first impression on delegates. 
The planning and organizational effort exerted by the 
convention staff is a sign of hospitality which commun- 
icates to the registrants the hosts' desires to make the 
convention a pleasant experience. On the other hand, 
delegates quickly become impatient and irritated if 
there is any delay, confusion, omission, or mix-up in 
the registration procedure. Therefore, planning the 
registration procedure cannot be done too carefully or 


in too great detail. 


Registration Location 


The selection of a suitable registration location 
is the first step in insuring a successful registration. 
Two factors must be considered: proximity to housing and 
meeting Macul tiesiand therstiizefof tüieMarea. Delegates 
usually arrive for registration directly from the airport 
Oct private automobilés. On the first day, they 
aremusuclly carrying luggage, are tired from their 


journéy, Gager to register quickly, and get settled in 
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their rooms. If the meeting facility is not immediately 
adjacent to the residence halls, it is more convenient 
to locate the registration tables in a lounge in one of 
the residence halls than to have delegates carry their 
luggage from the parking lot to the meeting facility and 
then to the residence halls. After the first day of 
registration, most delegates will have been assigned 
rooms and the registration can be moved to the meeting 
facility for convenience because that is where the 
delegates will be located. 

The second factor, the size of the registration 
area, is extremely important. The area must be large 
enough to accommodate the number of registration tables 
required with sufficient standing room for considerable 
numbers of registrants. Ideally, the area should lend 
itself to good traffic control, allowing guide ropes or 
other barriers to be erected. Also remember proper 
lighting and ventilation. 

Arranging Registration 
Tables 

Organization of tables in a logical sequence is 
also important. An information table should be placed 
at the entrance to the registration area, and it should 
be manned by someone capable of directing registrants to 


EMew appropriate registration table.» The next stop 
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should be a set of tables for those who have pre- 
registered. These tables should contain registration 
packets assorted in three sets alphabetically according 
to the registrant's last name (A-H, I-P, and Q-Z, for 
example). Each set of packets should be tended by one 
worker so as to expedite the processing of registrants. 

Delegates who have not pre-registered can be 
accommodated at another set of tables containing pre- 
assembled packets. In this case, however, the time 
required for registration is somewhat longer because the 
registration form must be filled out and fees collected. 

Another set of tables is required for the housing 
office. These tables should be tended by representa- 
tives of the housing office who are responsible for 
assigning delegates to rooms. It is most convenient and 
expeditious to collect all money at the first table and 
issue registrants desiring on-campus housing a receipt 
which they show at the housing desk. 

Other tables required in the registration area 
are one for the travel agency, the telephone message 
center, and sign-up for special meals, alumni and group 
parties, and the social outing. Special meals and 
parties at AEJ conventions are usually hosted by the 
ASJSA, AASDJ, Sigma Delta Chi, Kappa Tau Alpha, women 


educators, AEJ Advisory Board, Journalism Council, 
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various divisions such as Theory and Methodology, Radio- 
TV, Secondary Education, JCJA, and the Public Relations 
Division, and by several university alumni groups, 
specifically Columbia, Missouri, Iowa, and Indiana. 
Sign-up sheets for each of these special events should 


be placed at the special events table. 


Staffing Requirements 


Planning staffing requirements for registration 
should be done carefully. Havia too few workers avail- 
able can slow the registration process. At least one 
person is required at the information table, one for 
each of the three alphabetical sets of packets at the 
pre-registration and new registration tables, and one at 
the special meal-special events table. The housing 
office should man its own table, as should the travel 
agency. When scheduling workers for duty at registra- 
tion tables, remember that the registration day may be 
longer than eight hours, necessitating scheduling more 
than one shift of workers. Additionally, a sufficient 
number of workers must be available to serve as replace- 
ments during meals and coffee breaks and to run errands 
in support of the registration staff who cannot leave 


their tables untended. 
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Guest Speakers 


Confusion can be generated in the registration of 
guest speakers. A firm policy should be established by 
the AEJ concerning who will pay for the registration of 
convention guests, particularly division, joint session, 
and standing committee speakers. If such speakers are 
to participate to any degree in convention activities, 
they represent a cost to the convention. If they are to 
be present during the entire convention, their registra- 
tion fees should be paid by their sponsoring division. 
If they are participating for only a day or less, a 
different arrangement seems appropriate. In any case, 
this is a policy matter that should be settled before 
the convention to avoid embarrassment and inconvenience 


to speakers at registration. 


Dry Run 


Since delegates begin arriving in fairly sub- 
stantial numbers the day before the first full day of 
the convention, there is an opportunity to conduct a 
half day of registration to work out the flaws in the 
system. This dry run can be most useful in revealing 
small but important inefficiencies in the system, 
including placement of directional signs and traffic 
control devices, whether the tables are arranged ina 


logical sequence, number of workers required to operate 
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each table efficiently, the number of extra workers 
required to relieve regular workers during meals and 
coffee breaks and to run errands, and the adequacy of 
lighting and ventilation. 
Roster or Master 
Card File 

Delegates frequently request information concern- 
ing whether colleagues and acquaintances have registered 
for the convention. Some arrangement should be made to 
facilitate easy and speedy furnishing of this informa- 
tion. Optimally, a roster of convention attendees should 
be printed after the first day's registration. Compila- 
tion of this information is a time-consuming process, but 
the procedure can be simplified by pre-planning. Also, 
arrangements must be made in advance for quick and 
inexpensive duplication of the roster. It is not neces- 
sary to circulate the roster to all delegates. The best 
procedure is to have a sufficient supply of rosters 
available at the information desk to provide to dele- 
gates upon request. An alternate procedure, which was 
used by AEJ 1974, is to maintain a master card file at 
the registration desk containing the names and room 
assignments of all registrants. Interested delegates 
can be advised to inquire at the registration desk for 


eskide information. After the convention, the 
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master card file can be used as the basis for preparing 


a roster of attendees. 
HANDLING REGISTRATION FUNDS 


A final registration detail to be planned is 
providing cash boxes and safe deposit facilities. A 
considerable amount of money is collected at registration 
and sufficient change must be available in the cash 
boxes ($100 in small bills and coins should be adequate 


for each cash box). 


Collections 

Arrangements should also be made for the business 
manager to collect all funds at the end of each regis- 
tration day, make duplicate copies of deposit information 
for the convention chairman and the bookkeeper, identify- 
ing the source of the revenue by line item account 
numbers and deposit the money ina safe. Sufficient cash 
should be left in the cash boxes, which should be stored 
overnight in a safe storage place in the meeting facil- 
ity. Care should be taken to arrange for someone to 
unlock the safe the following morning in sufficient time 


to have the cash boxes at the beginning of registration. 
POST-CONVENTION FUNCTIONS 


After the convention, there are several functions 
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that must be handled by the registration coordinator. 
These include making a final report on the number of 
registrants, billing unpaid registrations, and handling 
refunds on cancellations and no-shows. 

Bad checks should be sent through again automat- 
ically. If they are returned again, the writer of the 
check should be contacted by the registration coordinator 
and queried concerning his plans for settling the debt. 
If the registration coordinator is unable to obtain 
payment after these steps have been taken, the name of 
the debtor and the amount owed should be listed in the 
post-convention fiscal report to the AEJ Executive 
Committee. The decision concerning whether to pursue 
the matter further then rests with the Executive 


Committee. 


RECOMMENDATIONS 


1. That the registration fee be established on 
the basis of a variety of factors including the antici- 
pated number of attendees, known expenses, and the 
amount of financial, administrative, and personnel 
support expected from the host university and department. 

2. That the registration fee for dependents be 
budgeted to offset all direct expenses incurred by the 


convention in relation to attendance by dependents 


o 
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including meals, any gratis sightseeing tours, the 
special social outing, and transportation expenses. 

3. That a firm policy be established with the 
AEJ in advance concerning payment of registration fees 
for guests, specifically speakers. 1t is recommended 
that the sponsoring division be required to pay the 
registration fee for guest speakers who remain for the 
entire convention and that divisions be notified of this 
requirement by the AEJ Executive Committee. Some shared 
basis must be established by divisions sponsoring joint 
sessions with guest speakers. 

4. That a discount of $10 be offered to regis- 
trants to pre-register by a designated deadline rather 
than charging a late registration fee. 

5. That consideration be given to offering a 
mix of optional registration packages to include regis- 
tration only, registration with meals, registration with 
housing, and registration with meals and housing. 

6. That the first day's registration be located 
in one of the residence halls to avoid the inconvenience 
of having registrants carry luggage from the parking lot 
to the meeting facility and then to the residence halls. 

7. That afdry run registration session be con- 
ducted the day before the first full day of registration 


devic to work out the flaws in the system. 
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8. If the convention plans to allow delegates 
to arrive early, that detailed plans be formulated to 
process them at the residence halls and to instruct them 
concerning specific times and dates for registration. 

9. That separate tables be set up for attendees 
who have pre-registered and for new registrations. 

(This procedure expedites registration of those who have 
cooperated by registering in advance by mail.) 

10. That all funds for registration and housing 
be collected at one table and that registrants desiring 
housing be issued a receipt indicating the housing has 
been paid. 

11. That a roster of delegates who have regis- 
tered be prepared after the first full day of registra- 
tion and be available at the information desk for dele- 
gates desiring information concerning colleagues or 
acquaintances who are attending the convention. If this 
is not possible, that a master card file be maintained 


at the registration desk. 
CHECKLIST 


e Selecta registration Coordinator on the 
basis of accounting or business background, planning and 
organizational ability, and skill in working with 


people. 
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2. Select a registration plan including an 
appropriate combination of registration options (regis- 
tration, meals, housing). 

3. Decide whether advance mail registration, 
at-convention registration, or a combination of the two 
will be used. 

4. Establish registration fees for members, 
nonmembers, and dependents based on known expenses and 
anticipated attendance. 

5. Determine whether the university's office of 
continuing education or some other similar office is 
willing to bear mailing expenses for promotional news- 
letters in return for offering the convention as a one- 
unit course. 

6. Establish the amount of administrative, 
secretarial, duplicating, and operating expense the host 
department is willing to assume. 

7. Make a policy decision concerning procurement 
of health and accident insurance. 

8. Determine what basis will be used by the 
Beaversitv Foundation or aceountingserfice EG charge the 
convention for handling its fiscal affairs. 

See Establish a policy for retunds tor eancella- 
tions and no-shows. 


107 Design a registration form to contain all 
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the essential registration data. Check with the book- 
keeper to determine whether he desires a space for 
accounting information on the form. 

11. Pretest the registration form on several 
people who are not familiar with it to test it for read- 
ability, clarity, and workability.. 

12. Duplicate a sufficient number of copies of 
the registration form for use in all newsletters and 
during at-convention registration. 

13. Select an appropriate registration packet 
or kit based on availability and cost. 

14. Plan a timetable for stuffing the registra- 
tion packet with programs, abstracts, completed registra 
tion forms, name badges, meal tickets, meeting facility 
floor plans, and campus and local maps if a ai aoe 

15. Select a location in one of the residence 
halls for the first day of registration. Select the 
ocatıomson thesbasisf of size, 29008 traffic control, and 
proper lighting and ventilation. 

16. Organize tables to contain alphabetically 
arranged sets of registration packets for both pre- 
registered delegates and new registrations. 

Provide tables tor the neusang Office, 
travel agency, and sign-up for special meals, parties, 


and the social outing. 
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18. Plan personnel requirements on the basis of 
the number of Mation to be manned and the length of 
registration. 

19. Establish a policy in conjunction with the 
AEJ Executive Committee concerning who will pay the 
registration fees of guest speakers. 

20. Conduct a dry run registration the day 
before the first full day of registration activity to 
work out the flaws in the system. 

21. Prepare a roster of registered delegates 
after the first full day of registration or alternatively 
maintain a master card file at the registration desk for 
use in responding to queries from delegates concerning 
registrants. 

22. Arrange for cash boxes to be provided and 
for safe deposit facilities for storing cash boxes 
overnight. 

23. Arrange for the business manager to make 
daily collections of all funds collected at registration. 

24. Prepare a post-convention report on the 
number of registrants, including rosters of attendees by 
category~-member, nonmember, and family members. 

25. Make arrangements to bill unpaid regis- 
trants, to handle bad checks, and to make refunds to 


cancellations and no-shows. 





Chapter 14 
FAMILY ACTIVITIES 


Many AEJ members combine their summer vacation 
with attendance at the annual convention, and many are 
accompanied to the convention by spouses, children, and 
to a lesser extent, parents. Nearly 150 family members 
accompanied delegates to AEJ 1974. The presence of so 
substantial a number of family members at the convention 
requires some special planning. Most family members do 
not attend convention sessions, and they are grateful for 
convention staff assistance in arranging activities to 


occupy them while the delegates are attending sessions. 
BRIEFINGS AND TOURS 


Many spouses and older children are interested in 
learning more about the host city and university. The 
convention can partially satisfy this interest by sched- 
uling a city orientation tour through the convention 
travel agency and offering it on a gratis basis as part 
of the registration package. There is a fairly wide 
variety in the kinds of tours available in most cities 
and in the cost of such tours (averaging approximately 


$5 per person). Because the audience is expected to 
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include primarily wives and children, a general narrated 
bus orientation tour of points of interest in the host 
city seems to be the most satisfactory selection. Ifa 
day-long tour is scheduled, plans must be made either to 
provide a box lunch or to arrange for a lunch stop 
during the tour. 

Ideally, a slide talk or movie concerning the 
host city should be presented before the orientation 
tour. The briefing heightens interest in the tour by 
increasing participants’ knowledge of the area. The 
convention and visitors bureau, chamber of commerce, or 
some similar office should be able to provide an excel- 
lent slide presentation or motion picture concerning 
points of interest in the local area. The presentation 
can be made either by someone from the convention and 
visitors bureau, by a knowledgeable convention staff 
member, or by a host faculty member or wife. It is also 
a hospitable gesture to have a host faculty member and 
his wife accompany the orientation tour to act as host 
and hostess on behalf of the convention, even though the 
travel agency provides a tour guide. 

Interest in the host university can be satisfied 
by presenting a slide talk or motion picture followed by 
a walking tour of the campus. The university's public 


relations office should be able to provide the 
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presentation, as well as hostesses to conduct the walking 
tour. 

Both the city and the university briefing and 
tour should be carefully scheduled at the most conven- 
ient time for the greatest number of family members. 
Sign-up sheets for these activities should be placed at 
the special events table in the registration area, and 
attention should be called to these events in the conven- 


tion program. 
BABY-SITTING SERVICES 


Many families require baby-sitting services for 
their younger children to allow parents to participate 
in tours, briefings, special meals, social events, and 
other convention activities. The most useful times for 
providing group baby-sitting services can be determined 
by studying the convention schedule for those activities 
most likely to attract family members. 

Several baby-sitting agencies should be con- 
tacted and queried concerning group baby-sitting arrange- 
ments and rates. Terms of group baby sitting vary 
somewhat among different agencies; however, the usual 
arrangement is to chargesar fiat mate for the first three 
hours) andwam hourly ratemfor cach hour after the first 


three for one baby sitter to tend a specified number of 
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children. For example, an agency might charge $10 for 
one sitter to tend eight children for the first three 
hours and $2 per hour after the first three hours. 

A suitable location for group baby sitting must 
be selected. A residence hall lounge or a room in the 
meeting facility are satisfactory locations. 

Depending on the amount of money the convention 
is prepared to spend and the number of small children 
expected, night group baby-sitting services can also be 
provided for selected events. If group services are not 
planned, the name and telephone number of recommended 
baby-sitting agencies should be included in the conven- 
tion program to assist parents in locating reliable 
sitters at their own expense. 

If a cocktail party precedes the special social 
event, plans should be made for a special tour or enter- 
tainment for children while their parents are attending 
the cocktail party. Clowns or puppet shows are partic- 
ularly delightful for the children. An appropriate 
location in the facility ¡at which thessocial event. is 
being held should be selected, and arrangements should 
be made to transport the children to rejoin their 
parents after the cocktail party. 

An alternative to the group baby-sitting arrange- 


ment is the use of the university child care center if 
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one is available. These centers are normally affiliated 
with the university's education department and serve as 
training facilities for students in preschool and kinder- 
garten curricula. The physical facilities at child care 
centers are generally excellent; however, the cost of 
using them is usually higher than the cost of commercial 
baby-sitting services. Additionally, the age range of 
children accepted by the child care center may be quite 
limited, usually between two and five years being the 


age group accommodated at these facilities. 
RECREATIONAL ACTIVITIES 


A wide range and variety of recreational facil- 
ities are available on most university campuses and every 
effort should be made to arrange for maximum availability 
of these facilities to convention delegates and their 
families. Recreational facilities normally available 
include swimming pools, bowling alleys, game rooms, 
gymnasiums and exercise rooms, tennis and basketball 
courts, and tracks. Some of these facilities, such as 
bowling alleys and a game room, may be available in the 
meeting facility while others may be administered by the 
university. Special attention should be given to such 
details as providing lifeguards if swimming pools are to 


be used by convention delegates and family members at 
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other than regular operating hours. 

Also, arrangements should be made for delegates 
and family members to attend other campus events such as 
movies, concerts, art exhibits, and similar cultural or 


entertainment events. 
RECOMMENDATIONS 


l. That briefings and orientation tours of the 
host city and university be arranged through the conven- 
tion and visitors bureau, the convention travel agency, 
and the university's public relations agency. 

2. That group baby-sitting services be provided 
at selected periods to free adult family members to 
participate in convention activities. 

3. That as broad a range and variety of recre- 
ational activities as possible on campus be made avail- 


able to convention delegates and family members. 
CHECKLIST 


l. Arrange for the convention and visitors 
bureau to provide an orientation slide or motion picture 
Due ino pconcernina the*host city is cheduile ithe presen 
tation at a time most convenient for the greatest number 
of family members. 


Dee Schedule angsorientalLronmsteour Of the host 
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city through the convention travel agency and offer the 
tour on a day when the largest number of family members 
can be expected to take it. (Remember to provide box 
lunches or a lunch stop if the tour runs through the 
lunch hour.) 

3. Arrange for the university public relations 
office to present a slide briefing or motion picture 
concerning the host university to be followed by a 
conducted walking tour of the campus. 

4. Arrange for group baby-sitting services to 
be provided by a commercial baby-sitting service ina 
Suitable location in either the residence halls or the 
meeting facility at periods of highest anticipated 
demand. 

5. List the names and telephone numbers of 
recommended baby-sitting agencies in the convention 
program, as well as the hours of operation and location 
of group baby-sitting services. 

6. Investigate the possibility of using the 
university child care center as an alternative to group 
baby-sitting services. 

DE ConGact thelapproprıare zunıversıty dGpaLta 
ments or offices to arrange for as many recreational 
facilities as possible to be made available for use by 


convention delegates and family members. 





Chapter 15 
SUPPORT SERVICES 


This chapter contains discussions of miscellan- 
eous support services which do not fit logically or 
completely within any of the preceding chapters, but 
which are nonetheless important factors in planning a 


successful convention. 
CONVENTION AND VISITORS BUREAU 


Numerous references to the convention and visi- 
tors bureau have been made in various chapters. Maximum 
utilization of the services available through the conver- 
tion and visitors bureau is highly recommended. 

A convention and visitors bureau is an organiza- 
tion supported by the industries and businesses in the 
city related to tourism. These include the hotel and 
motel industry, restaurants, merchants and shopping 
centersmeand recreational, cultural, historical, and 
tourist facilities. The primary objective of the con- 
Ventloneanagavigitors bUneau is to attwmact conventions, 
conferences, meetings, and general tourism to the city. 

A convention and visitors bureau provides many 


free services and materials, including the following: 
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l. Promotional literature: brochures highlight- 
ing points of interest in the host city, suitable for use 
as the initial newsletter; (see Chapter 8 for details); 
various pamphlets and brochures concerning local hotels 
and motels; restaurants; recreational, entertainment, and 
sporting facilities; historical and cultural points of 
interest; and periodical publications concerning future 
events in the city. The convention and visitors bureau 
can send Bee pamphlets and brochures to delegates who 
request them by mail, as well as making a supply avail- 
able at the convention registration desk. 

2. Supplies: name badges in assorted colors; 
ribbons designating host, hostess, chairman, officer, 
reception, committee, te; special event and special 
meal tickets; a cover to be used for a special event 
program or menu; a convention planning brochure and 
miscellaneous data sheets; and assorted office supplies 
such as pens, pencils, paper, pads, etc. Specially 
printed registration envelopes can be provided at addi- 
tional cost to the convention. 

3. Services: workers to assist at registration, 
one free printing of a promotional brochure, a question- 
naire to be sent to all delegates following the conven- 
tion to determine how many stayed in hotels and motels 


(useful statistics for the following year's convention 
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planners), and a slide presentation or motion picture 


concerning points of interest in the local area. 
LOCAL NEWS MEDIA SUPPORT 


Local news media are natural prospects for con- 
vention sponsorships, program advertisements, exhibits, 
refreshment break sponsorships, hosting tours of physical 
plants to update delegates concerning the latest tech- 
nology, and hosting cocktail parties or receptions. In 
the case of AEJ 1974, five major local news media 
sponsored all refreshment breaks. Other news media and 
local businesses were contributing sponsors, donating 
money or services in support of the convention. In addi- 
tion, the San Diego Union-Tribune Publishing Company 
hosted a tour of its modern printing plant for members of 
interested divisions. It also sponsored a cocktail party 
at the San Diego Zoo preceding the buffet dinner for the 


entire membership. 
HEALTH SERVICES 


Arrangements should be made for the university 
health services office to provide emergency medical care 
for delegates and their families in the event of illness 
or injury. The location, telephone number, and hours of 


operation of the health services office should be noted 
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in the convention program. Additionally, hospitals in 
the immediate vicinity of the university should be con- 
tacted concerning emergency services. The names, 
addresses, and telephone numbers of these hospitals 
should also be included in the convention program along 
with instructions for contacting the campus security 
office for emergency transportation to these facilities. 
A memorandum detailing these emergency health and 
accident care procedures should be circulated to every 
conceivable person associated with the convention. These 
include the dean and chairman of the host department and 
deans of other departments supporting the convention, the 
faculty members of the host department, and any other 
faculty members working with the convention, officials 
of the foundation, housing office, meeting facility, 
food services office, security office, university health 
services and private hospitals designated to provide 
emergency treatment, convention staff members, the travel 
agency, and AEJ officials. Circulating such a memoran- 
dum, along with the emergency arrangements, serves to 
demonstrate that every reasonable precaution has been 
taken to protect the health and safety of delegates. In 
some states, this procedure has the same legal standing 
in proving every reasonable precaution has been taken as 


buying a health and accident insurance policy, and it has 
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the added advantage of not costing the convention the 
considerable expense of such a policy. Because of the 
possible serious legal implications of this decision, it 
should be made only in consultation with legal counsel 
and the AEJ Executive Committee, balancing the legal 
risks in not carrying the insurance against the expense 


of doing so. Such policies cost approximately $1,000. 
CAMPUS SECURITY 


The campus security office should be notified in 
writing of the dates of the convention and the antici- 
pated number of delegates. Specific arrangements should 
be made for issuing parking permits for delegates with 
automobiles and a specified parking lot or lots should 
be assigned for the use of delegates. The lot should be 
conveniently situated in relation to the residence halls 
and the meeting facility. If access to the campus is 
through security gates, arrangements should be made for 
issuing passes to delegates. 

Finally, the campus security office should be 
requested to be prepared to provide emergency transpor- 
tation to local hospitals or the health services office 
in the event of illness or injury to delegates or their 


families. 
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UNIVERSITY EXTENSION 


The university extension office may agree to 
offer attendance at the convention as a course for credit 
for extension students. Primary candidates for such a 
course are journalism teachers in local schools and mass 
communication or journalism students at the ‘host univer- 
sity. In return for permitting the extension office to 
enroll its students, the extension office should be 
willing to bear part or all of the expense of printing 
and mailing the pre-convention newsletters or to bear 
some other convention expense. If extension students 
are allowed to attend the convention, they should be 
given full access to all sessions, except executive or 


division business meetings. 
GANNETT VAN 


The Gannett Newspaper Foundation sent its mobile 
technology van to AEJ 1974 to demonstrate the latest 
developments in newspaper technology. The van contained 
a complete computerized A equipped with the most 
modern newspaper equipment. A special Graphics Division 
session was scheduled to familiarize members with the 
van's capabilities as well as numerous walk-through tours 
for other interested delegates. 


Several important arrangements are necessary to 
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support this kind of exhibit. First, a suitable location 
must be selected based on size and weight factors and 
maximum exposure to delegates. Second, provisions must 
be made to supply adequate.electric power. This is an 
area requiring careful planning to insure that available 
electric power sources are adequate or to plan to supply 
an auxiliary generator to provide necessary power. 

Third, arrangements must be made for running telephone 
lines to the van. This expense should be borne by the 
owner of the van. Fourth, a sponsoring AEJ division or 
organization should be responsible for supervising 
preparation of the schedule and provide assistance to 
the van crew in conducting tours. In the case of the 
Gannett van, it had the capability of printing a daily 
newspaper; however, because of the difficulty of recruit- 
ing and supervising reporters and photographers to staff 
the newspaper, no attempt was made at AEJ 1974 to print 
a daily newspaper. If similar vans are present at future 
conventions, assigning this function to a host division 
would add an interesting dimension to the convention. 
Finally, a notice of the van's schedule of tours should 
be included in the program, and sign-up sheets for the 
various tours should be placed at the special events 


table in the registration area. 
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TELEPHONE ARRANGEMENTS 


Telephone requirements vary considerably depend- 
ing on the availability of existing lines and instruments 
in rooms in the meeting facility and residence halls used 
for registration, the information center, the press 
center, the placement interview center, and the conven- 
tion office. Once these rooms have been selected, exact 
telephone requirements should be Fuer trrec to the tele- 
phone company. The telephone company has communication 
consultants especially trained to work with conventions 
and conferences, and early contact should be made with 
the local communication consultant who will advise the 
AEJ convention. 

The telephone company usually provides at no 
direct cost to the convention a telephone message center 
tended by telephone company employees. The message 
center's purpose is to provide a central point at the 
convention where incoming messages can be left and 
picked up. There is no paging system associated with 
the message center, but it does provide#a point of con- 
tact for personal and business acquaintances of delegates 
who may wish to reach them during the convention. 

Care must be taken to brief the telephone 


company employees who will tend the message center 
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concerning all aspects of the convention. They should be 
provided meeting facility floor plans, copies of the 
program, campus maps, and any other materials that will 
assist them in rendering service to delegates. 

The telephone company operates the message center 
at no direct cost to the convention, making its profit 
from long distance telephone calls generated by the 
center's activities. Information about the message 
center should be placed in pre-convention newsletters and 
in the convention program. Placing the number in advance 
publicity allows delegates to advise family, friends, 
and business contacts how to reach them at the con- 
vention. wae 
Another service provided by the telphone company 
is the installation of banks of pay telephones if there 
are not sufficient numbers of pay telephones already 
installed inthe meeting facility, residence halls, or 
other locations to be used during the convention. There 
is no direct charge for this service, as expenses are 


covered by customers using the pay phones. 





Chapter 16 
SUMMARY AND CONCLUSIONS 


This paper was designed to be used as a planning 
document by faculty members, staffs, and students of 
universities hosting large conventions and conferences. 
The idea for producing this kind of paper developed from 
the fact that for reasons of economy, many organizations 
affiliated with universities and the academic community 
use On-campus facilities for large, rather complex 
conventions of a scope that would normally require 
sophisticated convention centers or hotel meeting 
facilities and their supporting staffs. Planning a 
convention of this size involves a variety of facilities, 
services, and activities with which many convention 
planners do not have a great deal of experience. It was 
envisioned that a useful purpose could be served by 
distilling the full spectrum of convention planning con- 
siderations and problems into one document to be used as 
a reference source by university convention staffs. 

The author used the 1974 national convention of 
the Association for Education in Journalism as the 
basis for the paper. He served as deputy convention 


chairman for more than a year, gaining experience and 





181 


knowledge in all phases of the convention from its 
earliest planning stages through the convention itself 
and finally during post-convention activities. The 
author carefully observed all potential problems and 
major considerations that might apply to planning future 
AEJ conventions or conventions of a similar scope and 
nature. 

This paper contains discussions of specific 
preparations, along with lists of recommendations and 
checklists designed to assist convention staff members 
in attaining maximum effectiveness in all the major 
planning areas. The approach of the paper and its format 
are intentionally pragmatic. Theoretical considerations : 
are not treated, rather the emphasis is on the practical. 

Because detailed recommendations and checklists 
are presented in each major planning area in the text of 
the paper, no purpose would be served by attempting to 
repeat or summarize them here. However, the author 
discerns several significant major points which may 
prove useful to convention planners. 

First, decisions concerning the selection of the 
convention staff and support facilities and services are 
crucial ones. The level of skill, experience, and dedi- 
Fricomnot@stbesstaff and thegquasiscevyzseorssürport faci lis 


ties and services largely determine the degree of 





182 


excellence of convention arrangements. Consequently, 
great care should be exercised in the selection both of 
the convention staff and of support facilities and 
services. 

Second, even after careful selection of conven- 
tion staff members and support facilities and services, 
successful management of the detailed arrangements 
involved in planning a large convention requires a well- 
planned, systematically-organized, and centrally-coordi- 
nated effort involving a diverse variety and number of 
individuals and organizations. An essential element in 
all such arrangements is the necessity of checking and 
rechecking every detail during each of the various pre- 
convention stages. This technique is based on the 
premise that anything which can go wrong will go wrong. 
Armed with this philosophy of thoroughness, convention 
planners will be wise to exert the additional effort 
required to confirm even those details which they feel 
confident are satisfactorily arranged. 

Finally, having made careful selections in the 
choice of support facilities and services, convention 
staff members should take full advantage of the expertise 
available to them through these facilities and services. 
The meeting facility staff, the housing office and food 


services staffs, the travel agency, the foundation or 
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accounting office, the convention and visitors bureau, 
typesetters, printers, and artists all represent an 
abundance of specialized training, knowledge, and experi- 
ence in their respective areas of expertise. Convention 
staff members should consult these specialists concerning 
recommendations and suggestions of ways to improve the 
convention. Convention plans should be sufficiently 
flexible to allow such suggestions to be adopted and 
implemented. 

Although this paper takes a problematic approach 
to the task of convention planning, recognizing that 
hosts at universities sponsoring large conventions or 
conferences face many challenging problems, it should be 
noted that the labor can be a very satisfying one. 
Convention staff members have the opportunity to witness 
their planning efforts coming to fruition as the conven- 
tion proceeds through its various phases and the months 
of planning and work take on form and become reality. 

The author recognizes that because of the 
diversity of sponsoring organizations and the varying 
facilities at host universities, each convention has 
distinct qualities and many unique problems. Although 
this paper is based specifically on the 1974 national 
convention of the Association for Education in Journalism 


and thus contains discussions of some detailed 
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arrangements which are peculiar to that organization, it 
can also be viewed as a broad treatment of the major 
planning functions, facilities, services, and activities 
common to all major conventions. 

It is offered to convention staff members prepar- 
ing to host a large convention or conference in the hope 
that it will provide information, suggestions, and 
guidelines which will save time, simplify the planning 
function, and increase the level of professionalism and 


excellence of conventions held on university campuses. 
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APPENDIX A 


FISCAL REPORT 





SAN DIEGO STATE UNIVERSITY FOUNDATION 
5402 COLLEGE AVENUE 
SAN DIEGO, CALIFORNIA 92115 


October 7, 1974 





FISCAL REPORT ON 
ASSOCIATION FOR EDUCATION IN JOURNALISM CONFERENCE 
HELD 
August 18-21, 1974 
SAN DIEGO STATE UNIVERSITY 


SUMMARY : 


I. REVENUE 42,080.96 
II. EXPENDITURES 32,017.54 
BALANCE 10,063.42 
III. CONTINGENCY FOR POSSIBLE 
LATE TIENS 1,090. 00¥ 


“IV. NET PROFIT, CHECK TO AEJ 


9,063.42 


10,063.42 
V. ADDITIONAL REVENJE ANTICIPATED 610.67* 


TA fina) report to include these items will be forwarded to AEJ by 
December J., 1973 


REVENUE: 

Registration Fees 
41 € $50.00 22,050.00 
146 € $25.00% 3,650.00 
Housing Fees 11,686.40 
Cancellation Fees € $10.00 210.00 
Late Anuljcatien Cnarges € $10.00 760.00 
Advertising ara Exhibitors 1,487.50 
Sale oe Papara 121163 
Special Mals ang Events 530.43 
Sponsorships 495.00 
Total Revenue 42,080.96 


taverarcá hetucen the $20.00 and $30.00 ref lstration 
for dependents. 


SERVING SAN OOO STATE URIVLASIFY 
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EXPENDITURES: ze | 
Housing 31,149.00 | 
Meals and Coffee Breaks 8,782.07 
Aztec Center 1,481.00 

Rental 1,404.00 

Audio Visual 2.00 

Exhibitors Tables 75.00 
Zoo | 3,670.00 
‚Bus Transportation 1,745.00 
Personnel 1,206.10 
Employee Benefits 63.13 
Directors Pre-planning Travel 764.48 
Telephone 361.70 
Printing/Dunlicating 570.51 
Program 311.59 
Babysitting ` 30.00 
Clowns 50.00 
- Swimming Pool 62.76 
Local Transportation 96.57 
Miscellaneous Cverating | 148.98 
Sub-Total Expenditures | 30,492.89 
SDSU Foundation Admin. Fee 5% TDC AL 524905 


Total Expenditures 32,017.54 


— ee 
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OUTSTANDING REVENUE Dur: 
Advertising & Exhibitors 


Wm. C. Brown Co. Publisners 67.50 

Prentice Hall Inc. | | 40.00 

Glendcssary Press Inc. 37.50 
Bus Transportation for Tour to Union-Tribune 

Public Relations Division, AEJ 75.00 

Photojournalism Division, AEJ 35.00 

Advertising Division, A 25.00 

Graphics Division, ABS 35.00 

Newspaper Division, AEJ 100.00 
(MORE) 

Persennel, Employee Benefits & Postage . 105.67 
Bad Debt 

James W. Frost 80.00 

Total Additional Revenue Anticipated 610.67 


All supporting documents for expenditures are on file and available for review 
or audit ín the San Dicgo State University Foundation account file #267107. 
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APPENDIX B 


AEJ 1974 NEWSLETTERS 








f... it's not too early to start 
planning for the 1974 AEJ Convention 
in Scenic San Diego...August 18-21... 
In addition to conference business 
there'll be a Union-Tribune cocktail 
party and a FESTIVE LUAU at world- 
famous Sea World...followed by an 

AEJ night program featuring Shamu 

the KILLER WHALE and an amusing seal 
and penguin show... 


Tours to other attractions depicted 
in this brochure are planned to make 


your visit to America's INTERNATIONAL 


PLAYGROUND a memorable occasion... 
You'll find that San Diego... 
California's second largest city... 
is ideally located so that you can 
combine a Southern California 
vacation with AEJ attendance... 
Tijuana is just a short trek across 
the border...DISNEYLAND (in Anaheim) 
is just 94 miles...and Los Angeles 
m9 miles...to the north.... 


AEJ Convention Headquarters 
Department of Journalism 
San Diego State University 

san Diego, CA.92115 
714-286-5120 


Keep in mind that San Diego has 
perhaps the most inviting climate 

in North America...the temperatures 
are mild and even...the average high 
for August is 78 degrees...and in 

San Diego County there are over /0 
MILES OF BEAUTIFUL BEACHES that offer 
oceans of fun.... 


Costs for AEJ '74 are comparable fo 
Fort Collins including meals... 
on-campus housing in MODERN, AIR- 
CONDITIONED ROOMS...these housing 
facilities will also be available 
from August 9 for your vacationing 
convenience.... 


Cush Tours...a San Diego travel 
agency...770 "B" Street, Suite 415, 
San Diego, CA 92101... will act 3s 
travel coordinators for the AEJ 
Convention...they will organize 
AIR POOLS from major population 
centers where there's sufficient 
interest...Cush Tours as well as 
the San Diego Convention and 
Visitors Bureau can provide 
information on off-campus 
accommodations.... 


More detailed information concerning 
AEJ '74 will be provided in our 

April newsletter...but start planning 
NOW...we'Il see you in SAN DIEGO 

NEXT AUGUST. 
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AEJ Convention Headquarters 
Department of Journalism 

- San Diego State University 
SanDiego, CA.9215 
714-286-5120 





ASSOCIATION FOR EDUCATION IN JOURNALISM 
Frederick C.Whitney, Chairman 


April, 197% 


TRAVEL NOTES 


Good news! The gasoline shortage hes abated in the San Diego area, 
distributors are allocating up to 105 percent of last April's gasoline quotas, 
and travelers report there are no shortages along the major arteries leading 
into San Diego. 


Western Airlines will be helping the AEJ with air travel plans for 
convention delegates and their families. We are providing an AEJ membership 
list to Western, whose regional offices and cooperating airlines will contact 
AEJ members directly in population centers in an attempt to arrange air pool 
flights. 


However, tne airline ticket sricing situation is now in a state of 
turmoil and probably will not be resolved by the Civil Aeronautics Board 
until June. Thus, it is now impossible to quote figures on air pool rates, 
but we'll keep members constantly updated on the situation. 


Cush Tours, a San Diego travel agency which has teen designated as 
official travel coordinator for tne AEJ Convention, is preparing an assortment 
of travel packages for pre- und post-cunvention tours to Mexico, Hawaii, 
Las Vegas and other west Coast cities at considerably reduced rates for 
AEJ members. More details on these tours will be provided in future newsletters. 


The Cush firm is also your contact for off-campus housing and other 
tours and attractions in the San Diego area. TO obtain assistance with your 
travel plans, contact Tim 2rown or John Martin at Cush Tours, 770 "3" Street, 
Suite 415, San Diego, Ca 92101 (715 239-0404). 


The San Diego Convention and Visitors Bureau, Suite 824, 1200 Third 
Avenue, San Diego, Ga 92101, can also provide a list of hotels, motels, 
restaurants and other attractions in the yan Diego arca. 


A NIGHT TO REMEMBER 


Our tentative plans for a Tuesday night (August 26) outing at sea World 
had to be cuncelled due to unforeseen circumstances. Instead, our pluns now 
envision an even more gala evening program at the world-famous San Diego <00, 
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which maintains the world's largest collection of wild animals. A scenic bus 
tour through the zoo's sprawling canyons and mesas will be followed by an 
outdoor cocktail party (sponsored by the San Diego UNION-TRISUNE) and dinner 


in the zoo's picturesque Gum Tree Grove. Be the first on vour .block to have 
cocktails with the orangutans. 


PROGRAM PLANS ARF SHAPING UP 


l Work on the convention program is progressing. The convention will open 
with everal joint and division sessions at 1:30 p.m., Sunday, August 18, and 
will end after the morning plenary sessions on Wednesday, August 21. 


Several program events have already been set. On Tuesday at 10:30 a.m., 
a plenary session on Press Councils sronsored by the Committee on Professional 
Freedom and Responsibility and arranged by Don Brown of Arizona State will 
feature William B. Arthur, executive director, The National News Council, and a 


report by C. Edward Gerald of the University of Minnesota on the Minnesota 
Press Council. 


Dr. Carl F. Muwver, chairman of the board of the Public Relations Society 
of America, will address a joint Tuesday luncheon of the Fublic Relations 
Division and the “an Diego FRSA chapter at the Cuyamaca Club. Following the 
luncheon, the Public Relations Division will join the Newspaper and Graphics 
Divisions for a tour of the new and technologically advanced San Diego UNION- 
TRIBUNE newspaper plant after which special division meetings will be held with 
appropriate UNION-TRIHUNE executives. 


The History and Theory & Methodology Divisions have announced that they 
will sponsor a joint field trip to La Jolla Shores on Tuesday afternoon. 
Also, Gannett Newspupers has advised that they will provide their brand new 
electronic editing van for delegates to inspect. e e First stop on a nationwide 
tour. 


Joint and division sessions, AEJ standing committee meetings, and business 
meetings will be held both Sunday and Monday afternoon and evening, as well as 
Tuesday afternoon. Listed below is a schedule of events for plenary sessions 
and other special events: 


Plenary Sessions 


Monday: 8:30 a.m. = welcome by Dr. Brage Golding, President of 
San Diego State University; Renort of Ad Hoc 
a Committee on the Status of Women in education 
10:30 u.m. ~ Reports from Committee on Teaching Standards 


Tuesday: 8:34 a.m. - Directions of Diverse New Ph.D Programs 
(research Committee) 
10:30 asm. =~ ress Councils (Committee on Professional Freedom 
and nesponsibility) 
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Wednesday: 8:30 a.m. - Comunication and Acculturation (co-sponsored 
by Mass Communication and Society, Minorities, 
International) 
10:30 a.m. - Joint convention business 


Breakfasts and Luncheons 


Monday: women Educator's Breakfast 

ASJSA Awards Luncheon © 

= Theory and Methodology Division Luncheon 

Tuesday: Sigma Delta Chi Breakfast 

advisory Board Luncheon 

Kappa Alpha Tau Luncheon 

JCJA Awards Luncheon 

Public Relations Division Luncheen 
Wednesday: AsSDJ Executive Committee Luncheon 

Journalism Council Luncheon 


Special Meetings 


Sunday: 9:00 a.m. - AEJ Executive Committee Meeting 
11:00 a.m. - Jcurnalism Council Business Mecting' 
Wednesday: 1:30 poem. - AJ Executive Committee Meeting 
JCJA Business Meeting 


IMPORTANT DEADLINES TO REMEMBER 


Getting program details formalized and submitted at an early date is 
essential. Ina special mailing to AEJ division heads and program chairmen, 
AEJ officers and others with convention planning responsibility, the following 
deadlines were set for submission of materials to the program chairman at 
San Diego State: 


May 31 - absolute deadline for schedule approval 
June 17  - absolute deadline for program covy at SDSU 
July 1 - deadline for 800 copies of paper abstracts 
July 8 - final date for minor program cory changes 
August 2 - deadline for 100 copies of papers at SDSU 
August 2 - deadline for changes in audio-visual needs 


AEJ MEMBERSHIP? 15 GROWING 

Executive Jecretary uint Wilson (Northern Illinois) has been 
engaged in an active membership recruitment campaign that has netted 
about 200 new members in recent months. NCTE: ONLY PAID UP MEMBERS 
ARE ENTITLED TU THI MEMBERSHIP DISCOUNT REGISTRATION RATE aT THe CONVENTION. 
Send dues to rrofessor Harold W. wilson, AEJ Business Manager ard Treasurer, 
School of Journalism and kass Communication, University of Minnesota, 


Minneapolis, Minnesota 55455. 


— 
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EXTENSION COURSE 


An innovation to the program this year is that high school and junior 
college journalism instructors may &tend the convention by registering in 
a San Diego State extension course (one unit credit). Secondary school and 
junior college journalism groups contucted thus far have expressed considerable 
enthusiasm for this rrogram, which shouid also mrovide an opportunity for JCJA 
and Secondary ¿ducuticn Division to recruit. If there's someone you know who 
might be interested, refer them to Office of Continuing Education, San Diego 
State University, San Diego, CA 92115, for further details. 


HOW TO GET TO SAN DIEGO AND Tuc CONVENTION 


By Car: North-south Interstate Highways 5 (from Los Angeles) and 
15/395 and East-west Interstate Highway 8 (from Arizona) 
feed into San Diego. Gan viego Stute University is located 
just off Highway 8 (College Avenue Exit). A map with more 
detailed directicns will be published in a future newsletter. 


* By Plane: Fly to San Diego International Airport (Lindberg Field), 
then AEJ Shuttle (2 each way) to San Diego State. 


By Bus: San Diego is served by both Continental Trailways and 
Greyhound Bus Lines. 


By Train: An AMTRAK line runs north-south from Vancouver through 
Seattle, Oakland, and Los Angeles to San Diego. East-west 
connections can be made in Los ángeles, Oakland and Seattle. 


ON-CAMPUS HCUSING 


Two three-story, red-brick student dormitories will be used to accommodate 
AEJ convention delegates and their families. These air-conditioned dorms have 
community restrooms and shower facilities, maid service and are conveniently 
close to cenvertion headauarters in the Aztec Center. Rates are 55 per 
person per night (315 for three nights) double occupancy and 37 per miche 
(320 for three nights) single occupancy- With this reduced rate structure, 
university housing does not make reduced rates for children. Hewever, one 
minor child who does not occupy a university bed (e.g. uses a sleeping bag or 
portable crib) is permitted in a room with parents or siblings at no charges 
These housing f. cilities will also te available from August 9 for your con- 
venience at the same rates quoted above; however, the dorms must be vacated 
on August 21. 


A parking lot is located immediately adjacent to the dorms. University 
parking stickers will be required (no cost involved) and will be issued 
during registration. 


* San Diezo is served by several major airlines including Western, 
United, american, Delta ard National. 
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SAN DIEGO, THE WEATHER AND “HAT TO DO 


San Diego, California's second largest city, has the most inviting 
climate in North America. The temperatures are mild and even--the averaze 
high for august is 78 degrees. Odds are it'll be warm, sunny and dry during 
the day; mild and dry during the night. 


There's plenty to see and do in San Diego, which is ideally located so 
that you can combine a Southern California vacation with AEJ attendance. 
Tijuana is just a short trek across the border. Disneyland (in Anaheim) is 
94 miles and Los angeles 119 miles to the north. 


In the San Diego area you can visit old Snanish missions and La Jolla, 
a sophisticated "village" of culture and charm with its shops, courts and 
restaurants. and for outdoor enthusiasts, there are more than 70 miles of 
beautiful beaches and 60 golf courses in San Diego County, as well as an 
acquatic wonderland at Mission Bay rark. Special tours in the San Diego 
area are being planned for spouses and children. 


For additional information on tours and attractions, contact Cush Tours 
or the San Diero Convention and Visitors Bureau (see above). 


REGISTRATION 


Advance registration--the earlier the better--may be accomplished by 
completing the attached registration form. Please note that there are two 
basic registration options~-one with on-campus housing, the other without. 
Please complete the appropriate side of the forn. 
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THE HOST UNIVERSITY 


To set the record straight....THIS IS SAN DIEGO STATE UNIVERSITY. THIS IS WHERE THE 
1974 AEJ CONVENTION WILL BE HELD. THIS IS NOT the University of San Diego (USD), NOR 
IS IT The University of California, San Diego (UCSD). THEY ARE NEIGHBORS OF CURS. 
THIS CERTAINLY IS NOT The University of Southern California (USC) NOR UCLA. SO IF 
POU FIND YOURSELF AT ONE OF THESE OTHER INSTITUTIONS, YOU'RE AT THE WRONG PLACE.... 
COME AT ONCE TO SAN DIEGO STATE UNIVERSITY AT INTERSTATE 8 AND COLLEGE AVENUE. THIS 
ISN'T EVEN CALIFORNIA STATE UNIVERSITY, SAN DIEGO. THE CONFUSION IS NORMAL AS IT 


USED TO BE UNTIL JANUARY 1, 1974, WHEN, BY AN ACT OF THE LEGISLATURE, IT RETAINED ITS 
ORIGINAL NAME. 


SAN DIEGO STATE UNIVERSITY (SDSU) isn't that hard to find. It occupies some 300 acres 
with a plant value of $100 million. It has 30,000 enrollment with 1800 faculty. It is 
by far tne largest institution in the San Diego area, larger in fact than all the others 
put together. There are 400 plus journalism majors, with a departmental faculty of 10. 
The Department of Journalism is part of the College of Professional Studies, one of 
seven schools and colleges within the University. The Department is accredited by the 
ACEJ and offers emphases in news-editorial, radio-TV news, public relations, advertising, 
magazine, photojournalism and mass communications. 


PROGRAM NOTES 


Since the April newsletter, additional program details have been set. 


The Newspaper Division has announced that there'll be a teaching session with Curtis 
McDougall at 8:30 p.m. on Monday, August 19. 


Some program details outlined by the Secondary Education Division include the Annual 
Secondary Honors Lecture Dinner on Monday, August 19, with an address by Dewitt Reddick, 
University of Texas, followed by additional sessions that evening with David Henley, 
University of Southern California, speaking on "Certification of California High School 
Journalism Teachers" and Robert Trager, Southern Illinois University, making a presenta- 
tion on "The Effects of Press Law on Secondary School Journalism and Publications." 


As of publication date, we've heard from the following divisions concerning program 
arrangements: International, Radio-TV, Public Relations, Secondary Education, Mass 
Communlention and Soclety, and Kappa Tau Alpha. 
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Some important deadlines to remember: 


May 31 ~ 
June 17 - 
July 1 - 
July 8 - 
August 2 - 
August 2 — 


MISCELLANEOUS NOTES 


absolute deadline for schedule approval 
absolute deadline for program copy at SDSU 
deadline for 800 copies of puper abstracts 
final date for minor program copy changes 
deadline for 100 copies of papers at SDSU 
deadline for changes in audio-visual needs 


The San Diego Convention and Visitors Bureau, Suite 824, 1200 Third Avenue, San Diego, 
CA 92101 can provide you with information on hotels/motels, restaurants and attractions 


in the San Diego area.. 


. Only paid-up AEJ members are entitled to the membership regis- 


tration discount rate at the convention....early advance registration is encouraged.... 


after July 15 there's a 


$10 late registration fee....we'll be publishing additional 


convention newsletters in June and July that will include program details and a map on 


how to get to San Diego 


State and the convention site. 
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June, 1974 
REMINDER: $10 LATE REGISTRATION FEE 
ASSESSED REGISTRATIONS POSTMARKED 
AFTER JULY 15 
TRANSPORTATION AND TOURS 


Many inquiries have been received by AEJ concerning the price of air fares to 
San Diego. Typical costs at present (subject to chanze due to CAB policy) are 


FROM: 
Chicago...$252.00 . New York..... ee $336.00 
Denver....$133.00 Minneapolis/St. Paul...$222.00 
Houston...$196.00 Seattle a a a -$166.00 


The rates above are for regular day coach fares, and may be considerably less 
if booked as part of a group pool. 


Arrangements have been mace for the possible pooling of flights with three 
airlines which serve San Diego from major cities nationally. The three are 
American Airlines, National Airlines and Western Airlines. The pool arrange- 
ments and reduced rates, if any, are subject to certain and varying minimum 
number of subscribers. 


For flights on American, contact Frank Svoboda, whose address is 633 Third 
Avenue, New York, New York 10017, and whose phone number is (212) 557-1234. 


For flights on National, call toll free at (800) 327-4476 and talk to Cindy. 
Western Airlines has provided a list of convention specialists located in over 


a dozen cities served by that airline who can be contacted for help in arranging 
your [ligne They are. 


Denver, Colorado Lynda Olson 303/398-3450 
Honolulu, Hawaii Brent Buma 808/955-6764 
Las Vegas, Nevada Don Milner 702/735-3266 
Los Angeles, California Gretchen May 213/646-8740 


Mexico City, Mexico Francisco Vargas 905/525-4840 
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Minneapolis/St. Paul Leslie Bremer 612/726-4612 
Oakland, California ' Teri Kors 415/893-3486 
Phoenix, Arizona Neil Struthers 601/265-9041 
Portland, Oregon Ilene Hensroth 503/226-6592 
Sacramento, California Ginny Primes 916/447-3211 
Salt Lake City, Utah Bette Pidcock 801/328-9771 
San Francisco, California Regina Miron - 415/761-5450 
Seattle/Tacoma, Washington Llora Mangold 206/622-3292 
Vancouver, B.C., Canada Corrine Moryson 602/682-2643 


Voyager Travel Service in Atlanta also offers possible pool arrangements for 
AEJ members in the states of Louisiana, Georgia, Florida, Alabama and Tennessee. 
Specific cities, minimum numbers of travellers required, and approximate round 
trip savings are Atlanta, 25, $62; Miami, 10, $45; Birmingham, 25, $40; Knoxville, 
Tennessee, 25, $61; New Orleans, 10, $68. Additionally, a group coming from 
Columbia, South Carolina would be booked through Atlanta with a savings of $30 
(Note: the additional Atlanta rate reduction would not apply). Group rates are 
also available from other Florida cities. For additional information and/or 
flight reservations, contact Jim Maruna, Voyager Travel Service, 3349 Piedmont 
Road, N. E., Atlanta, Georgia 30305, (404) 261-8476. Voyager will accept 
collect calls from AEJ members in the aforementioned southeastern states. 


PRE- AND POST-CONVENTION tour plans to Las Vegas, Mexico City, Disneyland, San 
Francisco and Hawaii are being handled by Cush Tours in San Diero. Any requests 
for information on these tours should be directed to Tim Brown, Cush Tours, 

770 B Street, Suite 415, San Diego, California 92101. 


For wives and children, arrangements have been made for a Discover San Diego 
city orientation tour from 1-5 p.m. on Monday, August 19. The price of this 
tour is included in the convention registration package. Other available local 
area tours will include a San Diego Harbor excursion, Wild Animal Park, Sea 
World, the San Diego Zoo, Tijuana, an afternoon shopping tour, and an evening 
night life tour. Arrangements for these latters tours can be made with Cush 
Tours, which will have a representative located in the AEJ Registration and 
Information Center area. 


PROGRAM NOTES 


As of press time, the following additional program events had been scheduled for 
the August convention. 


A plenary session on "New Models for Ph.D. Programs in Mass Communication" has 
been arranged by the AEJ Research Committee for 8:30 a.m., Tuesday, August 20. 
The panelists will be Richard F. Carter (Washington), F. Gerald Kline (Michigan), 
Frederick Williams (Southern Califomia), with Phillip J. Tichenor (Minnesota) 
moderator. 


Newspaper Division announces that Ed Trays (Temple) will make a presentation 
on an Internal Revenue Service study of newspaper foundations at 8:30 p.m.. 
Sunday, August 18. 
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Three program events have been scheduled by the Magazine Division as follows: 


"Student Magazines: Lessons to be Learmed From Some of the 
Good Ones” will be the subject of a joint session to be held 
with JCJA and the Secondary Education Division, at 1:30 p.m. 
on August 18. Panelists include Walter Wilcox (UCLA), Bryon 
Scott (Ohio), Lynell Jackson (San Antonio College) with Tom 
Pasqua (Southwestern College) serving as the moderator. 


"Pro Talk About Magazines on the Move" will be the topic of 
a session scheduled for 3:30 p.m., August 19. Edwin 
Haroldson (Brigham Young and former U. S. News and World 
Report, Midwest editor) will serve as moderator with the 
following panelists: Fred Thompson, head of the New York 
Times magazine division, William Rukeyser, managing editor, 
Money, and Rosalie Wright, editor WomenSports. 


The following presentations will be made at an open papers and business meeting 
at 7 p.m. on August 19: 1) "'74 Society of Magazine Editors’ Short Course” 
by John W. English (Georgia); 2) "Playboy of the Western European World” by 
John Brady (Indiana State): 3) "Texas Monthly, A New State-City Magazine” by 
Gene Burd (Texas); and 4) "The Division, '74'" by Carol Reuss (Loyola, New 
Orleans, and head, Magazine Division). 


TELEPHONE MESSAGE CENTER 


A telephone message center, provided:by Pacific Telephone Company, will operate 
at the AEJ Registration and Information Center in Montezuma Hall Lobby of the 
Aztec Center at San Diego State. The center's phone number is (714) 287-6220 
and its purpose is to provide a central point where incoming messages can be 
left and picked up by convention delegates. There is no paging system asso- 
ciated with the message center. Hours ot operation (Pacific Daylight Time) 
will be: 


Sunda Au Us t IA a.m. - 6 p.m. 
Mondays August MIR. 95a m. — 5:30 p.m 
Tuesday, Augustr200 2 9 4 .m. - 5:30 p.m 
Wednesday, August 21. . . . . . . 9 a.m. - 2 p.m. 


EARLY BIRDS 


. A reminder--on-campus housing will be available from August 9-17 for your con- 
venience prior to the conventicn. If you plan to arrive early, please try to 
give us a call (714-286-5121) a day or so ahead of your anticipated arrival so 
that we will be able to tell you exactly where you will be billeted. Please 
ask for Shirlee Martin, AEJ Registration and Housinp Coordinator. Should you 
forget to call or arrive late in the evening, please go directly to ZURA Hall, 
office of the Resident Manager who will accommodate you. Parking must be in 
Lot "J" adjacent co che Housing Complex. And please obtain a campus parking 
permit from the Resident Manager during check-in. It's free, but also impor- 
tant, without it your car may be towed away. Om the accompanying map, you will 
note that ZURA Hall is located in the Residence Ilalls complex (#36) on the 
southwestern part of the campus. 
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No provision for meals has been made in the pre-convention period. However, 
breakfast and lunch arc available weekdays at Commons East (#16 on the map) 
from 7 a.m. to 2 p.m., cafeteria style at nominal prices. There are also 
several short order restaurants in the immediate vicinity. 


One additional note: should you decide to visit Mexico during the pre-conven- 
tion (or at any time) period, we advise purchase of Mexican insurance on your 
car. Most U.S. policies are not valid in Mexico. Agents abound close to the 
-border and all are okay. 


. MISCELLANEOUS NOTES 


We've had numerous requests for information on off-campus hotel and motel 
accommodations in the San Diego area. Pleas2 contact the San Diego Convention 
and Visitors Bureau (Suite 824, 1200 Third Avenue, San Diego, California, 
92101) direct for a listing of these accommodations .... With respect to car 
rentals: Hertz, Avis, National and others operate at the airport, but 
Continental Rent-A-Car (714-232-6885), wnich operates near the airport (819 

W. Elm, San Diego, California 92101) offers advantageous rates and will make 
arrangements for pickup at the airport.... Since most local banks and many 
businesses in the area will not accept or cash out-of-town checks, delegates 
are encouraged to bring sufficient funds in traveller's checks.... Registration 
receipts will be provided in your registration package. In the meantime, your 
cancelled check will serve as an interim receipt.... In addition to the Discover 
San Diego tour mentioned elsewhere in this newsletter, additional events on the 
agenda for wives and children will include slide presentations on San Diego 
State University and the City of San Diego.... Swimming and other facilities 
will be available at nominal cost. ` 


THE REGISTRATION FORM 


We've had some questions concerning the registration form. There are two basic 
registration options for delegates: registration (which includes all meals) with 
or without on-campus housing. Thus, please complete the appropriate side of the 
registration form. The member package registration rates apply for AEJ members 
end their dependents. The nonmenber rates apply to persons who are not AEJ 
members and their dependents. For example, an AEJ member accompanied by spouse 
and desiring on-campus accommodations would pay the double occupancy $65 ($50 
for registration and $15 for housing) rate for himself and the $35 ($20 for 
registration, $15 for housing) rate for his spouse. A person who is not a member 
of AEJ desiring on-campus housing for himself and spouse would pay $75 ($60 for 
Feoisitration, i925 for housing) for himsclf and®$45 ($301 registration, 1$15 for 
housing) for his spouse. Dependents using off-campus accommodations are not 
requircd to register, but of course will not be entitled discount food prices 

on campus or admitted to activities (such as the outing at the Zoo and the 
Discover San Diego tour) which are included in the registration package for 
dependents. However, these dependents may purchase individual meals on campus 
and attend the Tuesday night outing at a cost of $10 per person. 


PRE-REGISTRATION, will greatly simplify matters for convention officials and 
yourselves. Pre-registration avoids the hassle of long lincs. And don't forget, 
only PAJD-UP MEMBERS are entitled to the membership discount rate at the conven- 
tion. Send your dues to Professor Harold W. Wilson, AKJ Business Manager and 
Treasurer, School of Journalism and Mass Communications, University of Minnesota, 
Minneapolis, Minnesota, 55455. There ls a late charge for registration after 
July 15 -- 310, 
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ASSOCIATION FOR EDUCATION IN JOURNALISM 
Frederick C Whitney, Chairman 


July, 1974 


REMINDER: $10 LATE REGISTRATION FEE 
ASSESSED REGISTRATIONS POSTHARRED 
AFTER JULY 15 








ON-CAMPUS ARRIVAL AND REGISTRATION 


This is our final convention newsletter and last cal: to pre-register for the 
convention. 


UPON ARRIVAL ON CAMPUS: 


Early Arrivals: (August 9-17): Check in directly with the Housing Manager 
at Olmeca Residence Hall in the residence halls complex (#36 on campus map). 
On Sunday, delegates and dependents will register for the convention in the 
Olmeca Residence along with all other delegates. 


Late Night Arrivals: If you arrive after 11 p.m., proceed directiy to Zura 
Hall, the high rise building in the residence halls complex (#36 on the map). 
There will be a clerk on duty at Zura Hall all night. Registration may be 
accomplished Monday morning in Montezuma Hall Lounge. 


Registration: Tnose arriving Monday or later should register first in 
Montezuma Hall Lounge in the Aztec Center (#5 on the map). If driving, you 
may park temporarily in Parking Lot "C" adjacent to the Aztec Center. 


After you have completed registration and picked up the registration kit, 
proceed directly to Glmeca Residence Hall. Rooms have been reserved in 
advance, but svecific room assignments will be made upon arrival by Housing 
Office personnel. if you have a double occupancy vreference, be sure to 
notify the clerk of that personis name upon arrival. The clerk will hold the 
other space until your colleague arrives. Since the AEJ Registration desk 
closes at 9 p.m. on Sunday, persons arriving after 9 p.m. but before 11 pem. 
should report directly to Olreca Hall for housing assignment and register for 
the convention on Monday morning. 


Convention Headouarters Registration and Information Center: Located in 
Montezuma Hall Lounge of the main level of the Aztec Center. Hours: 
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funday, Aug. 18--8 a.m. to 9 p.m. (in Olmeca Hall) 
Munday, Aug. 19--8 a.m. to 5 pem. . 
Tuesday, Aug. 20--8 a.m. to 5 Dome 

Wednesday, Aug. 21--8 a.m. to 2 p.m. 


Registration includes meals, the use of recreational facilities on campus, 
the Tuesday night festivities at the San Diego-Zoo and other sponsored 


activities. YOUR MEAL TICKET IS THE KEY TO ALL THESE EVENTS, SO KEEP IT 
WITH YOU. | 


Parking Sticker: Farly arrivals will receive their parking stickers at 
the residence hn1l. All others will obtain stickers at the registration 
desK in Montesuma Hall Lounge in the Aztec Center. To assist campus 
security officlals, please display campus parking permits in your car and 
keep your car parked in Lot "J" adjacent to the Residence halls complex 


(#36 on map), 


Meals: No Onstampus provisions have been made for Sunday lunch or other 


meals during the pre-convention period. However, breakfast and lunch are 
available weehiays at Commons East (#16 on the map) from 7 a.m. to 2 p.m. 
cafeteria style at nominal prices. There are vending machines located in 


the East Pati of Commons East and several short order restaurants are 
located in the immediate vicinity. 


einem Al. a rated. 


Arrangements have been made for a shuttle bus service ($2 per person one 
way) which will operate during peak hours between San Diego International 
Airport and San Diego State University on Sunday, August 18. 

An AEJ Informstion Booth will be operating in the baggage claim area of 
the airport on Sunday only to assist arriving delegates with their trans- 
portation newite, Tentative hcurs are from 9 aem. to 6 p.m. 


To facilitate mcheduling of the shuttle bus service on Sunday, it is 
requested that all persons planning to arrive by air provide their flight 


arrival information on the enclosed form and forward it in the enclosed, 
self-addressed returr envelope. 


A shuttle bus service will also onerate on Wednesday. To facilitate 
scheduling of these buses, it is requested that delegates provide their 
flight departure information as soon as possible after arrival to the Cush 
Tours representative in the Montezuma Hall Lounge in the Aztec Center. 


PROGRAM NOTES 
The 1974 AEJ pwogram is just about complete. Some highlights, not mentioned 
in previous Cimvrntion newsletters, include: 


"Sunday located in Olmeca Hall 
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PLENARY SESSIONS: "The Status of Graduate Women in Communication," Mary 
Ann Yodelis, Wisconsin*** “Attitudes Toward Professional Couples: Responses 
of AEJ Schools," Suzanne Pingree, Stanford *** Report on Job Directory," Marion 
Marzolf, Michigan **” "Sexism in the Media: A Conceptual Framework for 
Research," Matilda Butler-Paisley and William Paisley-Butler, Stanford *** 
"The Current Status of Newspaper Women in Wisconsin," Patricia McCall, 
Wisconsin *** Reports from the Standing Committee on Teaching Standards-- 
"Broadcasting," James K. Buckalew, San Diego State; "Editing," Jack Botts, 
Nebraska; "Public Affairs Reporting," Al Hester, Georgia; and "State 
Government Center," William Rivers, Stanford *** "New Models for Ph.D. 
Programs in Mass Communication," a panel sponsored by the Research Standing 
Committee, with Richard F. Carter, Washington; F. Gerald Kline, Michigan; 
Frederick Williams, USC; and moderated by Phillip J. Tichenor, Minnesota *** 
“Press Councils: A Progress Report," svonsored by the Committee on 
Professional Freedom and Responsibility, with guest speakers William B. 
Arthur, Executive Director of The National News Council, and J. Edward 


. Gerald of the Minnesota Pres. Council **”* "Mass Communication and Accultu- 
‘ration--Melting Pot or Multi-Cultural?" Co-sponsored by Mass Communication 


& Society, Mincrities and International. 


JOINT SESSIONS: "Reaching the Russians by Radio in an Age of Detente," 
Gene Sosin, Director of Broadcast Planning, Radio Liberty *** "Student 
Magazines: Lessons to ve Learned From Some of the Good Ones," a panel 
with Walter Wilcox, UCLA; Byron Scott, Ohio; Lynnell Jackson, San Antonio; 
and moderated by Tom Pasqua, Southwestern *** "The Hardware of the New 
Technology,'' Ralph I. Squire, Special Projects Director, Franx E. Gannett 


, Newspaper Foundation, Inc. *** "International Communication Via Satellite: 


-e 


Promises, Realities, Myths," with Sig Mickelson, Northwestern; Ralph J. 
Mitchell, Hughes Aircraft, Co.; Fred S. Siebert, Michigan State; and Wilson 
Dizard, USIA: Moderated by Richard R. Cole, North Carolina *** "Audio-Visual 
Aids in Journalism History," Herbert J. Altschull, Indiana, and Gretchen 
Letterman, Indiana *** Minorities and Women in Broadcast News--Two National 
Surveys," Abigail Jones Nash and Marilyn Jackson-Beeck, Wisconsin; Leverne 
Tracy Regan, KWWL-TV, Waterloo, Iowa; Vernon A. Stone, Georgia; with 
discussants Karen Humphrey, KFSN-TV, Fresno; and Jorge Sandoval, KGTV, San 
Diego °*** "Minorities, Militancy and Mass Communication Research," moderated 
by Ed Bassett, Kansas, with Alexis S. Tan and Percy Vaughn, Texas Tech and 
panelists Jane Brown and Richard Allen, Wisconsin; and Brenda Dervin, 


ew eee ee ee MEER oe ee ee ee we ee ee ee ee oe oe e a a Or Oe oe e O O A O oe ee ee y rr ee ee ee ee ee ee ee ee ee ee ee a ee ie ee ee ee am 


IF YOU ARE PLANNING TO ARRIVE IN SAN DIEGO BY AIR, PLEASE COMPLETE THE 
FOLLOWING AND RETURN IN TUE ENCLOSED, SELF-ADDRESSED RETURN ENVELOPE: 


Name 





Number of Additional Family Members Accompanying 


Carrier and Might Number 





Date snd ‘Lime of Arrival 
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Washington *** "Access to the Media: Where Is It Now?!" Jerome A. Barron, 
National Law Center, George Washington University *** "Newspapers in Latin 
America," John Pinkerman, Editor and Vice-President, Copley News Service; 
William Giandoni, Latin American Editor, Copley News Service; Frank Macomber, 
Reporter, Copley News Service; moderated by John DeMott, Northern Illinois **” 
“Teaching Graphics," Paul Sullivan, Fvansville; Charles Robinson, Los Angeles 
City College; and James S. McNutt, Palomar *** "Teaching the Minority Viewpoint 
in the Mass Media and Society Course," Werner Severin, Texas *** "Sex-Role 
Stereotypes in Communications Students’ Audience Perception," Jack Orwant 

and Muriel Cantor, American University. 


DIVISION SESSIONS: "The Communicative Power of Advertising Illustration," 
Thomas A. Bowers and Eugene Long, Jr., North Carolina *** "Advertising Graphic 
Design and its Effect on Recall and Attitude,” Stuart H. Surlin, Gedrgia *** 

"An Approach to the Analysis of Panel Data: The Watergate Hearings and Political 
Socialization," Dennis K. Davis and Jae-Won Lee, Cleveland State *** "Commercial 
Use Without Consent: Privacy or Property?" Sam G. Riley and Jack Shandle, 
Temple *** "Measurement and Diagnosis of Student Attitudes Toward a Career in 
ñaventicing. Richardi]. butz,eUCEAN “** "AP %s) Soard of Directors: A Prelimi- 
nary Study," Richard A. Schwarzlose, Northwestern *** "The Audience of Public 
Television: Did Watergate Make a Difference?" Stanley Baran and Dennis 

Davis, Cleveland State *** "A Case Study of Organizational Information Seeking 
and Consumer Information Needs,” James E. Grunig, Maryland °** "Give the 
Employee What He Wants in the Corporate Newspaper: Improve Employee Relations," 
Stuart H. Surlin, Georgia, and Barry Walker, Education Achievement Corp., 

Waco, Texas *** "Some of the Assumptions and Research on Black Cnildrens’ 
Language Patterns," Richard Allen, Wisconsin °** "Treatment of the Indian in 

the Bolivian Press: The Majority as Minority," Jerry Knudson, Temple *** 

"Pros Talk About Magazines on the Move,” a panel with Fred Thompson, Head 

of New York Times Magazine Division; William Rukeyser, Managing Editor, 

Money; Rosalie Wright, Editor, Women Sports; and moderator Edwin Haroldsen, 
Brighamewoune 99s) A Quantitative/Study of Photography in Selected Newspapers," 
Ed Trayes, Temple *** "Trends in Newspaper Layouts and Design," Lyle Erb, 

Copley Newspapers *** "The Effects of Press Law on Secondary School Journalism 
and Publications," Robert Trager, Southern Illinois. 





OTHER HIGHLIGHTS: Twenty foreign students will attend the.convention under 
the sponsorship of the International Institute of Education and the Asia 
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¡ Foundation. AEJ President Bruce Westley will host a reception for foreign 
' students on Sunday evening at 7:00 *** Advertising and Photojournalicm 
Divisions have decided to join Newspaper, Graphics and Public Relations for 
|briefings and a tour of the San Diego Union and Evening Tribune's ultra- 
modern printing plant on Tuesday afternoon. 


MISCELLANEOUS NOTES: 


Check Cashing: Personal checks (maximum $25 per day) may be cashed in the 
Cashier's Office, Aztec Shops Bookstore (#7 on campus map). Hours: 7:45 
aem. to 4 p.m. weekdays. AEJ identification (badge and meal ticket) plus 
personal identification will be required. However, since most banks and 

many business establishments in the local area will not accept or cash out- 
of-town checks, delegates are advised to bring sufficient funds in traveler's 
checks. 


Babysitting: Free babysitting will be provided for children (two years of age 
and up) from 9 a.m. to noon, Monday through Wednesday in the Olmeca Hall 
Lounge. Arrangements for private babysitting services at other times (prior 
to, during, or after the convention) can be made by walling private babysitting 
agencies. 


Illness or Injury: In the event.of illness of injury, conference delegates 
and their families (including early arrivals) should use San Diego State 
Health Services (#21 on the map), Dr. Robert Ray in charge. Health Services 
is open 7 a.m. to 4 p.m. Physician in attendance 9 a.m. to 11 a.m. and 12 
noon to 3 p.m. weekdays. Show conference identification. 


At other times or in event of emergency call Campus Security (6886 from on- 
campus phones) for transportation to closest emergency ward. 


Twenty-four hour emergency wards with resident physician are located nt 
College Park Hospital, 6666 Montezuma Road, 463-8511, Dr. Packer (about one 
mile east of the dormitory complex on Montezuma Road). 


Also, Alvarado Community Hospital, 6599 Alvarado Road, 287-3270 (about one 
mile east of campus on Alvarado Road which is the first traffic light south 
of Interstate 8 on Ccllege Ave.). 


In case Of iliness or injury at night in the dorms, notify the resident 
manager to call Campus Security. At Aztec Center or elsewhere, notity any 
Bonyentronenuischal, member of host faculty, or Aztec Center staff. 


Mail: Due to the brevity of the AEJ conference, it is suggested that delegates 
not attempt to receive mail. However, mail may be sent to delegates care or 
the Housing Office, San Diego State University, San Diego, CA 92115, The 
envelope should clearly identify the intended recipicnt as an ALJ Convention 
delegate. 
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Special Activities: In addition to special activities mentioned in previous 
convention newsletters, other recreational and special events are planned 
during the convention for delegates and dependents. 





— - — 


On Monday there will be a narrated slide presentation on the City of San Diego; 
on Tuesday morning, a slide presentation on San Diego State University followed 
by a walking tour of the campus; on Tuesday afternoon a tour of the San Diego 
Union-Trioune's ultra-modern, computerized and automated offset printing 

plant, and on Wednesday morning, a slide talk entitled "Training the Military 
Journalist;’ by a representative from the Defense Information School. 


Campus swimming, gymnasium and other scheduled recreational activities will be 
available free of charge to registered delegates and dependents. Additional 
information on these facilities will be available upon arrival. 


Placement Interviews: A Placement Interview Center will operate in Rooms 305, 
306 and 307 of the Aztec Center. Its operation will be handled by AEJ Executive 
Secretary Quintus C. Wilson and staff. Interviews may be arranged in Room 505 
or at a mutually convenient location determined by the parties involved. 


USEFUL TELEPHONE NUMBERS 
All phone numbers are area code (714) 
SDSU Campus 


AEJ Program Chairman (prior to Aug. 18) - 286-5120 

AEJ Housing Coordinator (prior to Aug. 18) 286-5121 

AEJ Conference Staff Hdqtrs. Office (Aug. 18-21) 286-6555 
AEJ Telephone Message Center (Aug. 18-21) 287-6220 
Health Services 286-5281 

Journalism Department Office 286-5435 

Maya Hall 583-7333 

Olmeca Hall 582-9031 

Zura Hall 583-9441 

Security Office 286-6886 


l Off-Campus 
Auto Club of Southern California 469-4101 (Roadside Emergency 234-6543) 


Cush Tours 239-0404 
‘Howard Johnson's (Waring Road) 286-7000 
San Diego Convention & Visitors Bureau 232-3101 


Taxicab (Yellow Cab) 234-6161 
Vagabond (El Cajon Blvd.) 286-2040 
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APPENDIX C 


ADVERTISING AND EXHIBITING AT AEJ 1974 
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Convention Program Advertisements 


The official AEJ '74 convention program booklet will be printed 
-offset from camera-ready copy. A full page ad is 3" X 7 3/4" (full 
page bleed - 4 1/4" X 9 1/4"); a half page ad is 3" X 3 3/4", 

Advertising rates are: 


Non-exhibitors Exhibitors 


Back cover $100 $80 
Insider cover (front or back) $ 90 $70 
Full page $ 75 $50 
Double Truck (two pages) $125 $100 
Half page $ 45 $30 


Please submit camera ready copy, scaled to size. Good reproduction 
proofs or photographs and artwork with complete layout and keyline accep- 
table. 120 line screen normatty used. Cuts or mats will be converted 
for a small extra charge. No inserts accepted. 


Reservations for covers will be made on a first-come, first-served 
basis. Advertising space forms and a deposit for this purpose may be 
submitted in advance of the copy for the ad. Requests for covers should 
include alternate choices in the event your first choice is not available. 


Page proofs will be provided oniy upon request. However, a copy of 
the convention program will be mailed to each advertiser about August 15. 


Exhibits 


The coSfeer onesO'eX 9' exhibit space Cincluding one 2 1/2° X 6” 
table and chairs) is $75. An additional exhibit space (maximum of one 
In the Main Lobby} may be reserved for $40. Additional tables (for 
example, to form a U-shaped table arrangement) may be reserved for $5 
edch. Stand-up bulletin board type panels may also be reserved (35 each), 
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Exhibit prices are exclusive of any other charges which may be 
Incurred in arranging for exhibits, including advertising agency fees, 
shipping and storage, set up and dismantling, and electrical arrange- 
ments. However, routine electrical arrangements--i.e., those not 
requiring the services of an electrician or Special equipment--and 
storage space for a brief period prior to-and following the convention 
will be provided free of charge. 


Exhibit materials may be shipped in advance (to arrive no earlier 
than August 10) to: 


AEJ Convention 

c/o Mr. Jim Caruthers 
Aztec Center 

San Diego State University 
San Diego, CA 92115 


Plans should be made to set up exhibits on Saturday, August 17, 
and to dismantle them on Wednesday, August 21. 


Convention registration fees will not be charged for up to two 
people to man display booths. If desired, arrargements can be made for 
accommodations ($7/day single occupancy, $5/day per person double 
occupancy in a college dormitory) and for meals (approximately $6 per 
day) for your representatives. 


. 


Payment 


A minimum 50 per cent deposit should accompany all requests for 
advertising and/or exhibit space. The balance due should be forwarded 
to reach AEJ on or before August 5. Cancellations will be accepted 
until July 15, after which the deposit will not be refunded. 


Make all checks payable fo: SDSU Foundation 

and mail to: AEJ Convention Headquarters 
Department of Journalism 
San Diego State University 
San Diego, CA 92115 
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3 f A AEJ Convention Headquarters 
po Department of Journalism 
I San Diego State University . 
SDSU san Diego, CA.92115 





AUG. 18-2) 714-286-5120 


ASSOCIATION FOR EDUCATION IN JOURNALISM 
Frederick C. Whitney, Chairman 


Request for Exhibit space 


Name of Firm 





Contact Person 
Matling Address 








Telephone 





Exhibit Space Desired: 


One 9' x 9' space to Include one 23' x 6' table plus chairs ($75) 


Additional 9' x 9' space-to include cne 24' x 6' table plus 
chairs ($40) 


Additional 24' x 6' tables ($5 each) 
Standup Bulletin Board Panels ($5 each) 


Electrical or other needs 





We hereby apply for exhibit spaceis) and equipment at the 1974 AEJ 
Conventlon as indicated above. We agree to pay a minimum 50 per cent 
deposit by June 17 and the remainder on or before August 5, 1974. Cancellations 
will be accepted until July 15, after which the deposit will not be refunded. 
The exhibit prices are exclusive of any other charges which may be incurred 
In arranging for the exhibit, including advertising agency fees, shipping and 
storage, setup and dismantling of exhibits, and electrical arrangements. 
However, it is"understood that electrical arrangements and storage space as 
outlined in the "Advertising and Exhibiting at AEJ '74" information sheet 
wilt be provided free of charge. 


AUTHORIZATION (signature) 
Name and title 


ES 
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AEJ Convention Headquarters 
Department of Journalism 

















san Diego State University 
san Diego, CA.92115 
714-286-5120 
ASSOCIATION FOR EDUCATION IN JOURNALISM 
Frederick C.Whitney, Chairman 
Request for Advertising Space 
Name of Firm 
Contact Person 
Matiing Address 
Telephone 
Advertising Space Desired: 
Exhibitor Non-Exhibitor 
*Back cover ___ $80 __ $100 
*Iinside front cover ___$70 ___$90 
Inside back cover | __ $70 ___ $90 
Full page | __350 $15 
Half page ___$30 $45 
Double Truck (two pages) ___ $100 $125 


*Indicate alternate choices in order if first choice desired not 
available 





We hereby apply for advertising space in the official 1974 AEJ 
Convention program as indicated above, We agree to pay a minimum 50 
per cent deposit by June 17 and the remainder on or before August 5, 1974. 
Cancel lations will be accepted until July 15, after which the deposit 
wil! not be refunded. 


AUTHORIZATION (signature) 


Name and title 
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43 f A. AEJ Convention Heodauarters 
Department of Journalism 
{SDSU San En State University 
nDiego, CA.92115 
AUG. 18-21 714-286-5120 
ASSOCIATION FOR EDUCATION IN JOURNALISM 
Frederick C Whitney, Chairman 


Payment Form 
Enclosed is {check as appropriate): 
_____ Advertising Space Request Form $ 
___ Exhibit Space Request Form $ 
GRAND TOTAL $ 
PLEASE ENCLOSE A CHECK OR MONEY ORDER (PAYABLE TO SOSU FOUNDATION) FOR 
AT LEAST 50 PER CENT OF TOTAL. 
Enclose with appropriate request form(s) and mail to: 
AEJ Convention Headquarters 
Department of Journalism 


San Diego State University 
San Diego, CA 92115 


Deposit: 
Amount 


Date Received 
Balance Due: 
Amount 


Date Received 
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57th Annual Convention 

ASSOCIATION FOR EDUCATION IN JOURNALISM 
August 18-21, 1974 

San Diego State University, San Diego, California 





Bruce Westley 
AEJ President 


Edwin Emery 
AEJ President-Elect 


ASSOCIATION FOR EDUCATION IN JOURNALISM 
(Founded in 1912 as tne American Association ot Teachers oi Jout- 
nalism) 


1973-74 AEJ EXECUTIVE COMMITTEE: Bruce H. Westley. presi- 
dent, Kentucky—Lexington; Edwin Emery, president-elect. Minne- 
sota; R. Neale Copple, past-president, Nebraska; Harold Nelson, 
AASDJ president, Wisconsin; Theodore E. Conover, ASJSA oresi- 
dent, Nevada: Phillip Tichenor, chairman, Elected Standing Com- 
mittee, Research, Minnesota; Donald Brown, chairman, Elected 
Standing Committee, Prolessional Freedom and Responsibdnity, 
Arzona State; Edward P. Bassett, chaman, Elected Standing Com- 
mittee, Teachıng Standards, Kansas. Wiliam Fisner, chairman, Ad- 
visory Board Representative, Kent State; John D Stevens, vice- 
chairman, Advisory Board Representative, Michigan; Harold W Wil- 
son, business manager € treasurer (non-voting member), Minne- 
sota, Quintus C. Wilson, executive secretary (non: voting member). 
Northern Illinois. 


CO-FOUNDING AFFILIATES 


American Association of Schools and Departments of Journal- 
lsm (organized 1917) —Otticers and Executwwe Comnuttee Harold 
L. Nelson, Wisconsin, president, Edward P Bassen. Kansas, vice 
president, Arthur M, Barnes, Penn State, past president, Quintus C 
Wilson, Northern thnos, executive secretary. Harold Wo Wilson 
Minnesota, treasurer, John B Adams. Norb Carolina, Kenneth S 
Devol, Cahlorma Stale, Northridge, and Jama:. W Schwart>, lowa 


State. 





Amerlcan Society of Journalism School Administrators (or- 
ganized 1944)—Ofticcrs and Exccutive Council: Theodore E. Con- 
over, Nevada, president; Robert O. Blanchard, American Uni- 
versity, president-clect, C. C. (Skip) Leabo, Tcxas A & M, vice- 
president, LaRue W. Gilleland, Nevada, secretary-treasurer and 
executive director; Harvey C. Jacobs, New Mexico State, past presi- 
dent; Verne E. Edwards, Jr., Ohio Wesleyan; David A. Haberman, 
Creighton; Donald R. Grubb, Northern Iifinois; and Murvin H. Perry, 
Kent State. 


AEJ ADVISORY BOARD 

William Fisher, Kent State, chairman. (Other members are heads of 
divisions, representatives of affiliate member organizations, and the 
editor of Journalism Quarterly.) 


AEJ ELECTED STANDING COMMITTEES 

Professional Freedom and Responsibility: Donald E. Brown, Ari- 
zona State, Chairman (1974); J. Edward Gerald, Minnesota (1974); 
Wiliam L. Rivers, Stanford (1974); John Hohenberg, Columbia 
(1975); JoAnne Smith, Florida (1975); Lesfie Moeller, lowa (1975); 
Theodore Peterson, Illinois (1976); Mary Ann Yodelis, Wisconsin 
(1976); Dwight Teeter, Kentucky (1976). 


Research: Phillip J. Tichenor, Minnesota, Chairman (1974); Steven 
H. Chaffee, Wisconsin (1974); Maxwell E. McCombs, Syracuse 
(1974); David Grey, Stanford (1975); Ramona Rush, Florida (1975); 
Lewis Donohew, Kentucky (1975); Peter Clarke, Michigan (1976); 
Jack Haskins, Tennessee (1976); and Edward Trayes, Temple 
(1976). 


Teaching Standards: Edward P. Bassett, Kansas, Chairman 
(1974); Verne Edwards, Ohio Wesleyan (1974); Harold L. Nelson, 
Wisconsin (1974); Cathy Covert, Syracuse (1975); Robert Joncs, 
Minnesota (1975); James Schwartz, jowa State (1975); James 
Carey, Illinois (1976); Liflian Lodgc Kopenhaver, Florida Interna- 
tional (1976); Albert T. Scroggins, Jr., South Carolina (1976). 


AMERICAN COUNCIL ON EDUCATION FOR JOURNALISM 
Professlonal Members: Warren Phillips, president, ASNE; Ken- 
neth MacDonald, ANPA; Robcrt E. Kenyon Jr., MPA; Harold Niven, 
NAB; N. S. Hayden, NNA; J. Carroll Bateman, PRSA; Stuart 
Awbrey, vice president, IDPA; Wendell Phillippi, APME; E. B. Beis- 
ner, CNPA; Sidney W. Bordelon, INAE; Frank Crane, NCEW; 
Charles Harrison, RTNDA; Holt McPherson, SNPA. 


Educator Members: From AEJ—Albert T. Scroggins, South Caro- 
lina; Paul H. Jess, Michigan; Robert L. Jones, Minnesola, and 
James W. Schwartz, lowa State. From AASDJ—Robert D. Murphy, 
Kentucky; Harold L. Nelson, Wisconsin, and John Pau! Jones, Flor- 
ida. From ASUSA—Verne E. Edwards Jr., Ohio Wesleyan, and Don- 
ald R. Grubb, Northern flfinois. Secretary-Treasurer: Milton Gross, 
Missouri. 


Accrediting Committee: Educator Members—Frank B. Senger, 
Michigan State, chairman; R. Neale Copple, Nebraska, vice chairr- 
man; Warren K. Agee, Georgia; Edward P. Bassett, Kansas; Theo- 
dore Peterson, Illinois; Murvin Ft. Perry, Kent State: Theodorc E. 
Kruglak, USC; Jotin D. Shelley, lowa State. Protesslonal mem- 
bers—Don Carter, Jack J. Craemer, Sylvan H. Meyer, Harold 
Niven, Edward G. Dooley, Warren Philfips, ex-oflicio, ACEJ presi- 
dent. Secretary-Treasurcr: Baskett Mosse, Northwestern. 
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FORMER PRESIDENTS 


1973 
1972 
1971 


R. Neale Coppie 
Hiflier Kreighbaum 
Wayne A. Danielson 


1948 
1947 
1946 


Ronald E. Wolseley 
Marcus M. Wilkerson 
Curtis D. MacDougall 


1970 William Ames 1945 Frederic E. Merwin 
1969 James Schwartz 1944 Frederic E. Merwin 
1968 Robert L. Jones 1943 Douglass W. Miller 
1967 Harold L. Nelson 1942 Douglass W. Miller 
1966 DeWitt C. Reddick 1941 Ralph O. Nafziger 
1965 Edward W. Barrett 1940 Charles L. Allen 
1964 William E. Porter 1939 Charles L. Allen 
1963 Theodore B. Peterson 1938 Edward N. Doan 
1962 Kenneth N. Stewart 1937 Blair Converse 
1961 Chartes T. Duncan 1936 C. Gayle Walker 


1960 Fred S. Siebert 1935 Kenneth E. Olson 
1959 Mitchelf V. Charnley 1934 William L. Mapef 
1958 Warren K. Agee 1933 Ralph L. Crosman 
1957 Norval N. Luxon 1932 Ralph L. Crosman 
1956 Kenneth R. Marvin 1931 Lawrence W. Murphy 
1955 Roscoe Ellard 1930 John E. Drewry 
1954 George E. Simmons 1929 E. Marion Johnson 
1953 Earl English 1928 Grant M. Hyde 
1952 J. Edward Gerald 1927 M.G. Osborn 
1951 Ralph O. Natziger 1926 M.G. Osborn 
1950 Henry Ladd Smith 1925 N.A. Crawford 


1949 


t 


A. Gayle Waldrop 


1974 CONVENTION PROGRAM 

COMMITTEE 

Frederick C. Whitney, San Diego State University, Chairman and 
Conference Director; Edward P. Bassett, Kansas; De! Brinkman, 
Kansas; Donald Brown, Arizona State; Steve Chaffee, Wisconsin; 
Verne Edwards, Ohio Wesleyan; Derry Eynon, Colorado State 
(1973); Mary Kochler, California State, Fullerton; Carol Reuss, Loy- 
ola, New Orleans; Joseph Scanlon, Carleton (1975); John Stevens, 
Michigan; Vernon Stone, Georgia; Phillip Tichenor, Minnesota. 


CONFERENCE STAFF: Owen Resweber, deputy director, Neil 
Thompson, associate director, publications and publicity; Shirlee 
Martin, coordinator, registration and housing; John Ring, coordina- 
tor, transportation; Sleve Bell, assistant to the director; Linda Bos- 
sel, conference secretary. 


Providing assistance to the AEJ Convention Conference Slat! were 
San Diego State University Foundation: John Hanson, coordinator, 
and Norma Funderburk, auditor; Azlec Shops: Roy Kaderli, lood 
services direcior; Aztec Center: Jim Carrulhers, manager, and Ron 
Bicvins, assislant manager; San Diego State Housing Ollice: Hugh 
Terrell, assistant director, and Oflice of Continuing Education: Dean 
Clayton M. Gjerde and Larry Clinger. 


HOST FACULTY, DEPARTMENT OF JOURNALISM, SAN DIEGO 
STATE UNIVERSITY: Frank S. Holowach, charman, James K 
Buckalew; Jack Haberstroh; James L. Julian, Dalton | ancuster, Ene 
M. Odenduhl, George W. Sorensen; Joseph & Ik, Frederick 
C. Whitney; Marylaıd Wood, Elena B. Castro, secretary 


Spes 
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AEJ CONVENTION PROGRAM ADVERTISERS 
Aspen Program on Cominunications and Society 
Columbia University Press 

Copicy Newspapers (SEMINAR) 

David McKay Company. Inc. 

Hastings House Publishers, Inc. 

University of Ilinois Press 

William C. Brown Company Publishers 


AEJCONVENTION EXHIBITORS 

Aspen Program on Communications and Society 

Columbia University Press 

Copley Newspapers (SEMINAR) 

Frecdom ol Information Center 

Hastings House Publishers, Inc. 

(more) Magazine 

National Press Books 

Prentice-Hall, Inc. 

Roben F. Kennedy Memorial Commission of Inquiry into High 
School Journalism 

The Glendessary Press, Inc. 

William C. Brown Company Publishers 





THE PULITZER PRIZES 
A History of the Awards in Books, Drama, 
Music, and Journalism, Based on the Private 


CONTRIBUTORS 
Escondido Daily Times-Advocate 
Howard Johnson's (Waring Road) 


international Telephone and Telegraph Files Over Six Decades 

KCBO Radio, 1170 on Your Dial John Hohenberg. In this book, for the first time. 
KFMB-TV, CBS for San Diego the reader is taken behind the scenes for an 
KGTV, NBC for San Diego inside view of the oldest and most famous of 


Pacific Telephone 
San Diego County Chapter, Public Relations Society of America 
San Diego Unified Port District 


American awards. The result is at once fascinat- 
ing cultural history and a public acccuntino ofthe 


San Diego Union and Evening Tribune administration of the prizes over six decades. 
San Diego Urban Newspaper Group November. $14.95 
e Coronado Journal! 

BNNs punicsions WRITING NEWS FOR BROADCAST 

f Gyors nese OMSET A Edward Bliss, Jr. and John Patterson. ‘The best 
. I NE i N . . 
Lane Jota such volume | have yet seen. Not only is it an ex- 
e The Reminder cellent primer for the beginner, but it provides a 


e The Sentmel Publications 


valuable review and reminder to the veteran 
craitsmam, —Walter Cronkiia, CBS News. 


CONVENTION STAFF HEADQUARTERS OFFICE: Located in the lus. $13.50 
Aztec Center Oflice on the lower level of the Aztec Center. Phone: A new film from the Center for 
286-6555. Mass Communication: 
THE TELEVISION REPORTER 
CONVENTION HEADOUARTERS REGISTRATION AND INFOR- Produced by John C. Schultz. Spending a full 
MATION CENTER: Montezuma Hall Lounge on the main levet of working day with WNBC-TV's Bob Teague, 
the Aziec Center. Schultz portrays the full range of a TV journalist's 
Hours: Sunday, Aug. 18—8 a.m. to 9 p.m. (Olmeca Residence Hall) activittes. This unusual film provides the first 
Monday, Aug. 19—8 a.m. to 5 p m. comprehensive look at the workings of America’s 


Tuesday, Aug. 20—8 a.m. to 5 p.m. ee | 
Wednesday. Aug. 21—8 a.m. to 2 p.m. principal news source. 


I z r 49 f 
Registration Fees (the lollowing lees include all meats, but not hous- is E alo Y 
ing): AEJ members, $50; non-AEJ members, $60; dependents ol AA 
AEJ mernbers, $20; dependents ol non-AEJ members, $30. Spcak- Gh? COLL; ABIA 


ers invited by Standing Comnutices of Division Chairmen necd not U f DS L 55 
pay the registration lee. Their names must be subniitted to the regis- N VER TY PRES 
tration desk in advance. Shirlee Martin iS coordinator of registra- Address for orders: 136 South Broadway, Irvington, N.Y 10533 


tion. 





HOUSING: AEJ delegates and families will be housed in Maya Hall 
and Olmeca Hall. Late night arrivals should report direetly to the 
Housing Manager at Zura Hall. Assignment of all rooms will be 
made upon arrival by the Housing Otlice. 


lf you have a choice of a person to share double oceupaney, be 
sure to notify the clerk of that person’s name upon arrival. The clerk 
wilt hold the other space in your room untit your colleague arrives. 
Clerks will be on duty from 8 a.m. until 11 p.m. in Maya Hall and Ol- 
meca Hall. Zura Hall will have a elerk available for later arrivals. 
Early arrivals will receive parking stiekers upon arrival; others will re- 
ceive parking stickers at registration. 


Just a reminder: these are student dormitories—they are air- 
conditioned, but do not have private bathrooms. There is TV in the 
lounges, coin-op laundry facilities, and ice will be delivered at 5 
p.m. each evening to Maya and Olmeca Halls. Help yourselves. 
There are no outgoing room telephones; however, there are a num- 
ber of pay phones available in each residence hall. 


The phone number of Maya Hall is (7 14) 583-7333; for Olmeca Hall 
(714) 582-9031; and for Zura Hall (714) 583-9441. 


PARKING: To assist Campus Seeurity, please display a campus 
parking permit in your ear and keep your ear parked in Lot “J” ad- 
jacent to the Residenee Halls Complex (#36 on the map). Free 
parking permits will be provided on registration. For those who ar- 
rive prior to Aug. 18, free parking permits may be obtained from the 
Office of the Resident Manager. (#36 on the map). 


TELEPHONE MESSAGE CENTER: A telephone message center, 
provided by Pacific Telephone, will operate in the Montezuma Hall 
Lounge of the Aztec Center. The center's phone number is (714) 
287-6220 and its purpose is to provide a central point where in- 
coming messages ean be left and pieked up by convention dele- 
gates. There is no paging system associated with the message 
center. Outgoing calls will not be placed by the message center 
attendants, but they will assist in obtaining loeal and out-of-town 
phone numbers for delegates upon request. Hours of operation will 
be: 

Sunday, Aug. 18—9 a.m. to 6 p.m. 

Monday, Aua 19—9 a.m. to 5:30 p.m. 

Tuesday, Aug. 20—9 a.m. to 5:30 p.m. 

Wednesday, Aug. 21—9 a.m. to 2 p.m. 


CAMPUS MAP: A campus map is ineluded in your registration kit. 
Most AEJ events are seheduled in the Aztee Center (#6 on the map), 
in Library East (#25a), and Dining Commons (#16). 


MEALS AND MEAL TICKETS: The cost of meals (Sunday supper 
through Wednesday lunch) is ineluded in the registration fee lor 
delegates and their dependents. Meal tickets are ineluded in the 
registration kit. (NOTE: THE MEAL TICKET IS NOT ONLY TO BE 
USED FOR ADMISSION TO MEALS, BUT WILL ALSO BE YOUR AD- 
MISSION TICKET TO THE TUESDAY NIGHT ZOO OUTING AND 
OTHER ACTIVITIES). Those persons not otheially registered may 
purehase individual meals at the door during seheduled meal hours. 
For those who miss seheduled meats, additional meal taeilities (at 
your own expense) are available at Commons East (#16 on the 
map), weekdays trom 7 a.m. to 2 p.m. There will be no meals served 
Sunday noon, but there are vending machines located in the 
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MRSS MEDA 


An introduction to Modern Communication 


Ray Eldon Hiebert, University of Maryland; 
Donald F. Unguarait, Florida State University; 
Thomas W. Bohn, University of Massachusetts, 
Amherst. In an age of mass communication 
perhaps nothing could be more vital than the 
study of mass media. This book introduces the 
student to the grammars of the mass media 
as we now know them. It approaches mass 
communication as a process, describing the 
component parts as well as the media them- 
selves, the uses to whieh they are put, and 
the effects they have on society. Taking a 
timely, youth-oriented approach, it surveys all 
the mass media, establishes a truly theoretical 
base, sets up a new conceptual view of the 
media, yet it also diseusses the practical 
aspeets of communication. paper, $7.95 


Ela, luc ZOOAGIE® 
AEIR EL New Perspectives 
á = i 


in Communication 
John C. Merrill and Ralph L. Lowenstein, both 
of the University of Missouri. Winner of the 
Sigma Delta Chi Award for Researeh in Jour- 
nalism, this book draws heavily on the fields 
of sociology, psyehology, and political sei- 
ence, providing a new concept in a book for 
students of mass media and society. 
eloth,$6.95; paper, $3.95 


IE RELUGTART 
REPORT 


On Criticizing the Press in America 


Lee Brown, University of Maryland. Provides 
an historieal overview of the development ol 
press criticism in America. 

eloth, $6.95; paper, $3.95 


TIHERRTES OF in: 188 
GOLIMIUTMGATG: 


Second Edition 


Melvin DeFleur, Washington State University. 
Presents a detailed analysis of the emergence, 
growth, and achievement of each of the four 
major media in the United States. paper, $2.95 


DAVID McKAY COMPANY, INC. 
750 Third Avenue, New York 10017 
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Commons East patio (#16 on the map) and sevcral short order res- 
taurants in the immediale vicinity. In addition, there will be no on- 
campus meal lacilities Tuesday cvening during the scheduled out- 
ing to the San Diego Zoo. The meal schedule is (all meals except 
certain special luncheons/breakfasts and the Tuesday night meal 
will be served in the Dining Commons): 


Sunday: 

Supper, 5-6:30 p.m. 
Monday: 

Breakfast, 7-8 a.m. 
Lunch, Noon-1:30 p.m. 
Supper, 5-6:30 p.m. 
Tuesday: 

Breaktast, 7-8 a.m. 
Lunch, Noon-1:30 p.m. 
Dinner—San Diego Zoo Outing, 5:30-9:30 p.m. 
Wednesday: 
Breakfast, 7-8 a.m. 
Lunch, Noon- 1:30 p.m. 


SPECIAL MEALS: 
Monday: 


Women Educators Breakfast, 7-8:15 a.m., Dining Commons "A". 


*ASJSA Awards Luncheon, Noon-1:15 p.m., Casa Real, Aztec 
Center. 


Theory and Methodology Division Luncheon, Noon- 1:15 p.m., Din- 
ing Commons "C". 


Secondary Education Division Annual Journalism Honors Lecture 
Dinner, 5:15-7 p.m., Dining Commons "A". 


Tuesday: 

*Sigma Delta Chi Breakfast, 7-8:15 a.m., Casa Real, Aztec Center. 
Kappa Tau Alpha Luncheon, Noon-1:15 p.m., Dining Commons 
cz 

JCJA Awards Luncheon, Noon- 1:15 p.m., Dining Commons "B". 
**Columbia University Alumni Luncheon, Noon-1:15 p.m., Howard 
Johnson’s Restaurant, 4545 Waring Road. 

** Joint Public Relations Division/San Diego County Chapter PRSA, 
Luncheon, 12:15-2:30 p.m., Cuyamaca Club, 1055 Ist Street. 

"AEJ Advisory Board Luncheon, Noon- 1:15 p.m., Casa Real, Aztec 
Center. 

**Cocktail Party (hosted by San Diego Union-Evening Tribune) and 
Buffet Dinner, 5:30-9:30 p.m., San Diego Zoo. 


Wednesday: 


*Journalism Council Luncheon, Noon-1:15 p.m., Casa Real, Aztcc 
Center. 


AASDJ Executive Committcc Luncheon, Noon-1:15 p.m., Dining 
, Commons "C". 


*There is a $1 surcharge lor thcse mcals. Persons who plan Io at- 
tend should sign up in advance at Ihc special lable for this purpose 
in Ihc Montezuma Hall Lounge tn thc Azlec Center. 


**Special meals arranged by the groups sponsoring the events, Per- 
sons desiring to attend should conlict the special table al Ihc AEJ 
Registration and Inlormalion Desk for lurther details 
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“df television is determining what kind of people we are 
and will become, this remarkable book explains what 
television is and might become.''— Fred W. Friendly 


ore TET : 
UER Ek dis 


ia aura 


tne broadcaster 
NIS audience 
and the state 


Anthony Smith 


in the first book to examine the basis of the present 
worldwide controversy over fairness, access, and con- 
trol in broadcasting, a former BBC producer discusses 
the origins of the ‘‘seige mentality’’ generated between 
broadcasters and politicians and the vast audience they 


































share. “. . . a cogent guide through the broadcasting- 
state-public labyrinth." — Times Literary Supple- 
ment. **. . . deserves to be read not only by those who 


work in the medium but by those who ultimately have 
the power to reform it.”— John Ardagh, Washington 
Post Book World. 351 pp. $8.95 


THE PROCESS AND EFFECTS OF 
MASS COMMUNICATION 


Revised Edition 


edited by Wilbur Schramm and Donald F. Roberts 
". . . the only single source of mass communication 
theory based on current research findings. . . . recom- 
mended highly." — Journal of Aesthetic Education. 
1,007 pp. $15.00 


BASIC BOOKSIN THE MASS MEDIA 


Eleanor Blum 
"The most up-to-date and concise introduction to 
the literature in a rapidly expanding field. "— Christopher 
Sterling in Broadcasting Bibliophile's Booknotes. 

252 pp. $8.00 


on display at the AUPS booth 
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REFRESHMENT BREAKS: Refreshments will be served between 
sessions as follows: 

Monday: 

10- 10:30 a.m., Aztec Center (Main Level), sponsored by KFMB-TV. 
3-3:30 p.m., Aztec Center (Lower Level Patio), sponsored by KCBO 
Radio. 


Tuesday: 

10-10:30 a.m., Aztec Center (Main Level), sponsored by KGTV. 
3-3:30 p.m., Aztec Center (Lower Level Patio), sponsored by Es- 
condido Daily Times-Advocate. 


Wednesday: 
10-10:30 a.m., Aztec Center (Main Level), sponsored by San Diego 
Urban Newspaper Group. 


BADGES AND RIBBONS: Green stripe badges signify AEJ mem- 
bers; red stripes non-members including members’ families; blue 
stripes foreign students; and plain badges extension students. 
"Chairman" ribbon signilies the program chairman, “Committee” 
ribbons for conference staff; “Host” ribbons lor host faculty: 
“Speaker” ribbons for guest speakers; “Otficer” ribbons for AEJ 
Executive Committee, chairmen of alliliated organizations and divi- 
sion heads. 


ALUMNI, DIVISION AND COMMITTEE PARTIES: Social events 
listed with the host school in advance are reliected in the program. 
For details of other events, check with the AEJ Convention Head- 
quarters Registration and Information Desk. 


PRESS FACILITIES: The press center for news media representa- 
tives covering the AEJ Convention is located in Conference Room H 
on the lower level of Aztec Center. Typewriters for the use of news 
media representatives are available. Neif Thompson is in charge. 


DIVISION PAPERS: Papers may be purchased for 25¢ each in the 
Quiet Lounge on the main ‘evel of the Aztec Center. Abstracts are 
contained in your registration kits. 


COMMERCIAL EXHIBITS: Montezuma Hall Lounge in the Aztec 
Center. 


PLACEMENT INTERVIEWS: The Placement Interview Center will 
be in Rooms 305, 306 and 307 of the Aztec Center. Its operation will 
be handled by AEJ Executive Secretary Quintus C. Wilson and staff. 
Interviews may be arranged in Room 305. 


AEJ ELECTIONS: So new officers may participate in the AEJ Advi- 
sory Board luncheon at noon, Tuesday, division elections must be 
held and the results given to AEJ Executive Secretary Quintus C. 
Wilson by early Tuesday. 


CHECK CASHING: Personal.checks (maximum $25 per day) may 
be cashed at the Cashier's Office, Aztec Shops Bookstore (#7 on 
campus map). Hours: 7:45 a.m. to 4 p.rn. Monday through Friday. 
AEJ identification (badge and meal ticket) plus personal identilica- 
tion will be required. 


BARBER SHOP: Located on the lower levef ol the Aztec Center. 
Hours: 9 a.m. to 3 p.m. Monday through Friday. $2.50. 


BOOKSTORE: Aztec Shops Bookstore (#7 on campus map) has 
normal bookstore items plus a variety of sundries. Hours: 7:45 a.m. 
to 4 p.m. Monday through Friday. 
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ASPiENASPEN ASPEN ASPEN 
INSTITUTE PROGRAM ON COMMUNICATIONS AND SOCIETY 


a 


ASPEN NOTEBOOK 
ON GOVERNMENT AND THE MEDIA 


“My hope is that the approach you have taken will be 
picked up by increasing numbers of teachers." Professor 
Lee Nichols, California State University, Sacramento 


“It fullills a direct need in my J400 Press and Society 
Seminar and I intend to use it as required reading next 
semester...' Professor Donald A. Bird, Central Michi- 
gan University 


“|... Altogether this is the freshest working volume onthe 
subject since Cater's THE FOURTH BRANCH and Alsop's 
THE CENTER.” R. F. Delaney, PERSPECTIVE 


edited by Wiliam L. Rivers, Stanford University; and 
Michael J. Nyhan, Aspen Institute Program 
Provocative essays that hefp students probe the growing 
Strains in the relationship between government and the 
media. It proposes a new philosophy of government/ 
media relations. 192 pages. Paperbound. $3.95. 


ASPEN HANDBOOK ON THE MEDIA: 
Research, Publications, Organizations 


“Ican’t keep my copy and another faculty member bought 
six! Students are excited about the book. They are reading 
itand using it.”’ Professor Doug Newsom, Texas Christian 
University 


“... gives ina very brief Space a great deal ol information 
on where to find out more about media... and the cost is 
low enough to warrant wide-spread student use." 


Christopher Sterling, PUBLIC TELECOMMUNICATIONS 
REVIEW 


“Ihave made it required reading for all ol the students in 
our graduate communications program.” Professor Roger 
B. Fransecky, University of Cincinnati 


edited by William L. Rivers and William Slater, Stanford 
University 


An updated ready reference to information sources and 
research activities in the communications media, espe- 
cially research directed toward public policy issues. 
Paperbound. $1.95. 


For further information on these texts write: 
Rich Kuhn, Publishing Consultant 


ASPEN INSTITUTE PROGRAM ON COMMUNICATIONS AND SOCIETY 
770 Welch Road, Palo Alto, California 94304 
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HABYSITTING SERVICES: Free babysilting will be provided for 
+ hitdron (two years ol age and up) from 9 a.m. to noon, Monday 
Mmough Wednesday in the Olmeca Hall Lounge. Arrangements for 
tivate babysitting services at other times can be made by calling 
‘ilter Service Agency (296-6378). 


LOST AND FOUND: Inquiries concerning lost and found ıtems may 
In directed to the Lost and Found office on the main level ol the 
Walec Center from 8 a.m. to 4 p.m. Monday through Wednesday. 


MULNESS OR INJURY: in the event of illness or injury, conference 
delequtes and their families should use San Diego State University 
Meatth Services (#21 on the map) 286-5281 (5281 from on-campus 
hones) Or. Robert Ray in charge. Health Services is open 7 a.m. to 
4 yin. daily. Physician in attendance 9 am. to 11 a.m.—noon to 3 
ym. weckdays. Show conference identification. 


At other times or in event of emergency call Campus Security 286- 
(C886 (6886 from on-campus phones) for transportation to closest 
emergency facility. 


-A hour emergency facilities with resident physician are located at 
tollege Park Hospital, 6666 Montezuma Road, 463-8811, Dr. 
Macher. (About one mile east of the Dormitory Complex on Monte- 
¿umi Road). 


Mio Alvarado Community Hospital, 6599 Alvarado Road, 287- 
4,70, (About one mile east of campus on Alvarado Road which is 
fits:t traffic light south of Interstate 8 on College Ave.). 


In case of illness or injury at night in the dorms notify resident man- 
er to call Campus Security. At Aztec Center or elsewhere, notify 
any convention official (wearing chairman or committee-ribbons), 
menber of host faculty (host-ribbons), or Aztec Center staff. 


POST OFFICE: Located on the main level of the Aztec Center. 
Hours: 7:45 a.m. to 4 p.m. Monday through Friday. 


DRY CLEANING AND LAUNDRY: Coin-operated washers and dry- 
et are located in various areas of the Housing Complex. Informa- 
tai concerning dry cleaning establishments in the immediate vi- 
vnulv can be obtained from the registration and information desk in 
the Montezuma Hall Lounge, Aztec Center. 


VENDING MACHINES: A wide assortment of coin-operated vend- 
ina machines (for cigarettes, sofl drinks, candy, sandwiches, etc.) is 
Wunted in the East Patio ol the Commons East (#16 on the map). 
Mier vending machines are located in the Housing Complex. 


USEFUL TELEPHONE NUMBERS 


SDSU Campus: 

Ntt Conlerence Stalf Headquarters—286-6555 
\tec Center Office—286-6556 

Health Services—286-5281 

Jwunnalism Department— 286-5435 

Ist and Found—286-6947 

Mowat af 583-7333 

Vineca Hall—582-903 1 

ua Ltall— 583-944 4 

“exvunly Office —286-6886 


Off-Campus: 


Mitemabile Club of Southern Calilornia—469-4101; (Roadside 
| mergency— 234-6543) 
Vint) Lours—239-0404 
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Howard Johnson's (Warıng Road) — 286-7000 
San Diego Convention & Visitors Burreau— 232-3101 
Taxicab (Yellow Cab) — 234-6161 


DEPARTURE TRANSPORTATION: To facilıtate scheduling of air- 
port shuttle service on Wednesday, please provide the Cush Tours 
representative (located in the Montezuma Hall Lounge, Aztec Cen- 
ter) with flight departure information as early as possible. 


TOURS, RECREATION AND OTHER ACTIVITIES: 
Off-Campus Tours 


A bus tour of San Diego is scheduled from 1 to 5 p.m. Monday for 
dependents. This tour ts included in the registration fee. Sign up with 
the Cush Tours representative in Montezuma Hall Lounge in the 
Aztec Center. 


Other local tours available include a San Diego Harbor excursion, 
San Pasqual Wild Animal Park, Sea World, and shopping tours of 
Tijuana. (At your expense.) 


Information and registration for these tours, along with assistance 
concerning sightseeing in Southern California, can be obtained 
from the Cust Tours representative located in the Montezuma Hall 
Lounge in the Aztec Center. 


A tour of the San Diego Union-Tribune, which has an ultra-modern, 
computerized and highly automated offset printing plant, is sched- 
uled for Tuesday afternoon and is open to all registered delegates 
and dependents. Division buses will depart the campus every 10 
minutes between the hours of 3:10 and 4 p.m. on Tuesday for the 
tour. (Other buses depart Aztec Center beginning at 4:00 p.m.) 


Following the tour, buses will depart the Union-Tribune for the San 
Diego Zoo and the evening festivities. The first bus will depart the 
Union-Tribune at 4:10 p.m., the last at 5 p.m. 


Should you decide to visit Mexico, we advise the purchase of Mexi- 
can insurance on your car. Most U.S. policies are not valid in Mex- 
ico. Agents abound close to the border. 


On-Campus Activities 

Monday, August 19: 

10:30 a.m., Narrated Slide Presentation: City of San Diego, in Coun- 
cil Chambers, Aztec Center 

Tuesday, August 20: 

10:30 a.m. to noon, Narrated Stide Presentation: San Diego State 
University, followed by walking tour ol the San Diego State campus, 
Councit Chambers. Aztec Center (A campus map and information 
pamphlet are conlained in the registration kit). 

Wednesday, August 21: 

10:30 a m., “Traming Ihe Military Journalist.” a stide talk by Charles 
B. Moore, Oclense Information Schoot, Fort Benjamin Harrison, tn- 
diana, in Council Chambers, Aztec Center. 


Sports and Recreation: 
Campus swinmning, gymnasium and other scheduled recreational 


facihlies are available Iree ot charge to registered detegites and de- 
pendents. Additunal information on these tacilitie: contained in 
registralion kils Interested persons shoutd contact the ti lorımatıon 
Booth on the main level of the Aztec Center (#6 on the map) lor tur- 


ther details on these activities. 
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Aztec Center.) 


SUNDAY 
Time 
8:00 


9:00-11:00 


11:00-Noon 


Noon-3:00 


1:30-3:00 


PROGRAM 
(All rooms with an “LE” prefix are in Library East; all rooms with a 
“DC” prefix are in Dining Commons; all remaining rooms are in 


Room 
Olmeca 


Residence Hall 


Council 
Chambers 


Presidential 
Suite 


Howard 
Johnson's 
4545 Waring 
Road, San 
Diego 


Casa Real 


Montezuma 
Hal! North 


Council 
Chambers 
+ OJ 


Meeting 
Open-Ended Registration. 


AEJ Executive Committee 
Business Meeting. 


Journalism Council Business 
Meeting. 


ANPA-AEJ Jolnt Committee 
on Journalism Education, 
Stuart Macdonald, ANPA 
Foundation. 


DIVISION MEETINGS 


Joint Sesslon: INTERNA- 
TIONAL AND RADIO-TV. 
“Reaching the Russians by 
Radio in an Age of Detente,” 
Gene Sosin, Director of Broad- 
cast Planning, Radio Liberty. 
Moderator: Larry Walklin, 
Nebraska. 


Joint Session: MINORITIES 
AND MASS COMMUNICA- 
TION AND SOCIETY. 


“Affirmative Action — Building 
Minority Programs,” 


—in Predominantly White 
Universities, Howard L. 
Seemann, Humboldt State; Pam 
Johnson, Wisconsin. 


—In Predominantly Black 
Universities, Lawrence A. Still, 
Howard; Charles Hobson, Clark. 


—In High Schools and Ghettos, 
Thomas Engleman, Newspaper 
Fund; Frank Del Olmo, Los 
Ángeles Times. 


Moderator: Edward Traycs, 
Temple, Chairman, Minorities 
Division. 


Joint Session: MAGAZINE, 
JCJA, AND SECONDARY 
EDUCATION. 


“Student Magazines: Lessons To 
Be Learned From Some of the 
Good Ones.” 


Panel: Walter Wilcox, UCLA; 
Byron Scott, Ohio; Lynnell Jack- 
son, San Antonio; 
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SUNDAY PM 


1:30-3:00 


Montezuma 
Hall South 


CDEF 


LE-502 
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Moderator: Tom Pasqua, 
Southwestern. 


Joint Session: GRAPHICS 
AND NEWSPAPER. 


“The Impact of the New Tech- 
nology.” 


Presiding: Paul W. Sullivan, 
Evansville. 


Panel: Ron Kinney, Editor, 
Escondido Times-Advocate; 
Archie Hicks, Publisher, 
Encinitas Coast Dispatch. 


“The Hardware of the New Tech- 
nology,” Ralph |. Squire, Spe- 
cial Projects Director, Frank E. 
Gannett Newspaper Founda- 
tion, Inc. 


Open Papers: THEORY AND 
METHODOLOGY. 


Presiding: Steven H. Chaffee, 
Wisconsin. 


“Cognitive Responses to Mass 
Communication: Results from 
Laboratory Studies and a Field 
Experiment,” Scott Ward, Har- 


vard, and Michael L. Ray, 
Stanford. 
“The Attitude-Verbal Report- 


Oven Behavior Relationship in 
Communication Research: A 
Critique and Theoretic Re- 
formulation,” David R. Seibold, 
Michigan State. 


“Fatalism and Type of Intorma- 
tion Sensitivity,” Richard P. Niel- 
son, Illinois (Urbana) and Angela 
B. Nielson. 


Discussant: Daniel B. Wack- 


man, Minnesota. 


Open Papers: ADVERTISING. 


“The Communicative Power of 
Advertising Illustration,” Thomas 
A. Bowers and Eugene Long, Jr., 
North Carolına. 


“What Is A Good Measure of 
Magazine Readersnip: The TGI- 
Simmons Controversy,’ Paul R. 
Winn, Illinois State, and Thomas 
Neville, foote, Cone and 
Belding. 

"Selective Perception Among 
Voters in the t972 Campaiqn,” 
Dan Lattimore, Colorado State. 





SUNDAY PM 


1:30-3:00 Presidential 


Suite 


ML 


3:30-5:00 
Montezuma 
Hall South 


Montezuma 
Halt Norih 


Casa Real 


Discussant: Alan O. Fletcher, 


Tennessee. 


Teaching Sesslon: PHOTO- 
JOURNALISM. 


Journalism Quarterly Ad- 
visory Board. 


DIVISION MEETINGS 


Jolnt Sesslon: INTER- 
NATIONAL AND RADIO-TV. 


“International Communicatıon 
Via Satellite: Promises, Real- 
ities, Myths.” 


"Communication Satellites: A 
New Channel for International 
Communicatıons, A New Source 
of International Tension,” Sig 
Mickelson, Northwestern. 


“Communication Satellites: 
Tools Not Toys.” Ralph J. 
Mitchell, Hughes Aircraft, Co. 


"Some Legal Problems of Satel- 
lite Transmission," Fred S. 
Siebert, Michigan State. 


“Prospects for the Future of 
Satellite Communication,” Wil- 
son Dizard, USIA. 

Moderator: Richard R. Cole, 
North Carolina. 


Joint Session: HISTORY AND 
PHOTOJOURNALISM. 


Theme: Audio-Visual Aids in 
Journalism History. 


Presiding: Donald L. Shaw, 
North Carolina. 


“A Meeting of Journalists,” 
Herbert J. Altschull, Indiana. 


“Ernie Pyle in Sight and Sound,” 
Gretchen Letterman, Indiana. 


Special Presentation by the 
Photojournalism Division. 


Open Papers: NEWSPAPER. 


"A News Game Called TRIO: A 
Task for Reporting, Interviewing 
and Observing,” Albert D. Tal- 
bott, William J. Zima, and Ruth 
McCorkle, lowa. 


“Thal Newspaper Nonteader 
Ten Years Laler: A Partial 
Replication of Westley-Severin,” 
Jeanne Penrose, David H. 
Weaver, Richard R. Cole and 
Donald L. Shaw, North Carolina 


SUNDAY PM 

3:30-5:00 ML 
ODER 
BG 
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“How to Construct Your Own 
Exam on Spellıng, Grammar, 
and Punctuation,” Thomas A. 
Bowers and Richard R. Cole, 
North Carolına. 


"Women's Page Editors: Self- 
Perceived Status,” Won Chang, 
Joye Patterson, Robert 
Hosokawa, and Jack Oworak, 
Missouri. 


Moderator: John Mitchell, 
Syracuse. 


Open Papers: GRAPHICS. 


Presiding: Hermann H. Kosak, 
Georgia. 


"Advertising Graphic Design and 
lts Effect on Recali anc At- 
titude,” Stuart H. Surlin, Georgia. 


“The Direction of Research in 
Graphic Design,” Panel: Val 
Cooper, Art Director, Phillips- 
Ramsey Advertising and Public 
Relations, San Diego; Fred 
Teckemeyer, Creative Director, 
Coakley-Heagerty tnc.. San 
Diego; Robert Nichols, Co- 
creative Director, Coakley- 
Heagerty; Harold W. Wilson, 
Minnesota; Stuart H. Surlin, 
Georgia. 


Open Papers: THEORY AND 
METHODOLODY. 


Presiding: Kurt Kent, Florida. 


“An Approach to the Analysis ol 
Panel Data: The Walergate 
Hearings and Political Social- 
ization,” Dennis K. Davis and 
Jae-Won Lee, Cleveland State. 


“A Method lor Political Com- 
munication Research,” (Student 
Award Paper), George A. Bar- 
nett, Kim B. Serota, and James 
A. Taylor, Michigan State. 


“Tracing Inlerpersonal Com- 
munication,” Joseph Scanlon, 
Carleton. 

Discussant: Robert P Haw- 
kins, Wisconsin (Madison). 


Open Papers: LAW. 


Presiding: Kenncih S Devot, 
Cal, State Northridge 

“Commercial Use Without Con- 
sent Privacy or Property?’ Sam 


G. Riley and Jack Shandle, 
Temple. 
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SUNDAY PM 


3:30-5:00 


5:00 


LE-502 


Councit 
Chambers 
+ OJ 


Dining 
Commons 


“The Questionable Rationale for 
Advertising Puffery as Revealed 
in Early English and American 
Precedents,” Ivan L. Preston. 
Wisconsin. 


“Personal Data and the Press: A 
Developing Dimension of Pri- 
vacy Law,” Herbert A. Terry, 
Minnesota. 


“The College President Is Not 
Eugene C. Pulliam: Student 
Publications in a New Light,” 
Robert Trager. Southern Illinois. 


“Another Look at Supreme Court 
Reportage and Reporters,” 
Everette E. Dennis, Minnesota. 


Open Papers: ADVERTISING. 


“Measuring Advertising Practi- 
tioners’ Perception of the Poten- 
tial Social Effects of Ad- 
vertising,” William Mark Wolpin, 
Georgia. 


“Measurement and Diagnosis of . 


Student Attitudes Toward a 
Career in Advertising.” Richard 
J. Lutz, UCLA. 


“Perceptions of Children’s Tele- 
vision Advertising,” Frank N. 
Pierce and Leonard J. Hooper, 
Florida; and James D. Cully, 
Delaware. 


Discussant: Richard Joel, 
Tennessee. 


Special Audio-Visual Ses- 
sion: MASS COMMUNICA- 
TION AND SOCIETY. 


Presiding: Gene Burd, Texas. 


“A Cross-Cultural Critique and 
Commentary.” 


Discussant: Peter Johansen, 
Carleton. 


"The Media and the Fifties: A 
Multi-Media Presentation of a 
Peabody Award Winning Edu- 
cational Radio Series.” Calder 
Pickett, Kansas. 


“The Citizen and the News — An 
Inter-disciplinary Videotape 
Teaching Tool Irom the Poynter 
Project,” Herbert Altschull, 
Indiana. 


AASDJ members meet outside 
Dining Commons for dinner to- 
gether and subsequent session 
in LE-503. 
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Soclal Session: ADVER- 
TISING. 


AEJ STANDING COMMIT- 
TEES 


Professional Freedom and 
Responsibility. 


Research. 

Teaching Standards. 
Endowment. 
Membership. 
Publications. 
Dinner. 


DIVISION MEETINGS 
Teaching Session: RADIO-TV. 
Presiding: Bill Baxler, Georgia. 


“Rounding Out the Coverage on 
the Expanding Local TV News- 
cast,” Tom Kenney, Program 
Manager, KFMB-TV, San Diego. 


Teaching Session: JCJA. 


Presiding: S. Roy Wilson, Col- 
fege of the Desert. 

“Aids in 
Journalism” 
“A Journalism Education Biblio- 
graphy 1965-1973 — Storage 
and Usage.” James P. 
Alexander, Cal. State Fullerton; 
Anthony R. Fellow. Feature 
Editor, San Gabriel Valley (Ca.) 
Daily Tribune and M.A. 
Candidate, Cal. State Fullerton; 
Tom Pasqua, Lecturer, Cal. 
State Fullerton, and Instructor, 
southwestern; Betty Robertson, 
M.A. Candidate, Cal. State 
Fullerton. 


“Programmed Teaching," 
Blanche Prejean, Tyler J. C. 


the Teaching of 


Business Mecting: MASS 
COMMUNICATION AND 
SOCIETY. 

Presidfng: Del Brinkman, Kan- 
sas, Chairman, MC&S Division. 
Business Meeting: PHOTO- 
JOURNALISM. 


Business Meeting: HISTORY. 


Presiding: John D 
Michigan. 


Stevens, 
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PUBLISHED SPRING 1974 


THE BROADCAST 
COMMUNICATIONS DICTIONARY 
Edited by Lincoln Diamant, IR SA, 
$6.95 
CONGRESS AND TIHE NEWS MEDIA 


Edited with commentaries anid notes by Robert O. Blanchard, 


The American University 
Cloth: $18.50 Paper (Text): $10.75 


THE IMPERATIVE OF FREEDOM 


A Philosophy of Journalistic Autonomy 
by John C. Merrill, Universlty af Missourt 
Cloth: $10.00 Paper (Text): $5.95 


THE REPORTER AS ARTIST 


A Look at the New Journalism Controversy 
Edited by Ronald Weber, University of Notre Daine 
Cloth: $11.50 Paper (Text): $6.50 


‘SUCCESSFUL PUBLIC RELATIONS 
For Colleges and Universilics 


by Sidney Kobre, Comniunity College of Baltimore 
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TS BOOKS 








TO BE PUBLISHED AUGUST/SEPTEMBER 1974 


AMERICAN BROADCASTING 


A Source Book on the History of Radio and Television 


by Lawrence W. Lichty, University of Wisconsin and 
Malachi C. Topping, Bowling Green (Ohio) State University 


BROADCASTING: The Critical Challenges 
Edited by Charles S. Steinberg, Hunter College for the IRTS 


PHOTOGRAPHY: Materials and Methods 


by John Hedgecoe 
and Michael Langford, Royal College of Art, London 


RADIO BROADCASTING 
2nd Edition, Revised and Enlarged 


Edited by Robert L. Hilliard, 
Federal Communications Commission 


TELEVISION NEWSFILM TECHNIQUES 
A Project of the RTNDA 


by Vernon Stone, University of Wisconsin 
and Bruce Hinson, University of Oklahoma 


TELEVISION/RADIO NEWS WORKBOOK 
by Irving E. Fang, University of Minnesota 





A new 16-page catalogue is available at our booth.—>— COMMUNICATION ARTS BOOKS 
HASTINGS HOUSE, PUBLISHERS 


10 East 40th Street, New York 10016 
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Presentatlons: 
Head's Address: John Stevens. 


Price Award Winner: “Boston 
Newspapers and Freedom of the 
Press 1782-91: Toward a New 
Interpretation,’’ Gerald J. 
Baldasty, Wisconsin (Madison). 


Critic: R. V. Hudson, Michigan 
State. 


Business Meeting: NEWS- ' 


PAPER. 


Presiding: Verne Edwards, Ohio 
Wesleyan. 


Business Meeting: GRAPH- 
ICS. 


Presiding: Mary Koehler, Cal. 
State Fullerton. 


Business Meeting: PUBLIC 
RELATIONS. 


Presiding: Frazier 
Georgia. 


“Report on Sludy of Public Re- 
tations Education,” J. Carroll 
Bateman, President, Insurance 
Information Institute, and James 
E. Grunig, Maryland. 


Moore, 


Presidents Reception for 
Foreign Students, Bruce 
Westley, AEJ President, in con- 
junction with the International In- 
stitute of Education, and the Asia 
Foundation. 


Business Meeting: ADVER- 
TISING. 


General Meeling: AASDJ. 


DIVISION MEETINGS 


Joint Session: RADIO-TV AND 
MINORITIES. 


Presiding: Vernon A. Stone, 
Georgia. 


“Minorities and Women in 
Broadcast News — Two Na- 
tionat Surveys,” Abigail Jones 
Nash and Marilyn Jackson- 
Beeck, Wisconsin; Leverne 
Tracy Regan, KWWL-TV, Water- 
loo, lowa; Vernon A. Stone, 
Georgia. 


Discussants: Karen Humphrey, 
KFSN-TV, Fresno; Jorge 
Sandoval, KGTV, San Diego. 


SUNDAY PM 
8:30- 10:00 Council 
Chambers 


+ OJ 


CDEF 


Montezuma 
Hall South 


Presidential 
Suite 
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Joint Session: MASS COM- 
MUNICATION AND SOCIETY 
AND THEORY AND METHOD- 
OLOGY. 


“Environmental 
lions” 


Presiding: Keith R. Stamm, 
Washington. 


“Communication Problems in 
the Development of Energy 
Policy,” Jonn Ross, Wisconsin. 


“Implications of New Communi- 
cation Technology for Energy 
Policy,” Edwin Parker, Stanford. 


Discussants: Peter Sandman, 
Michigan. John Bowes, North 
Dakota. 


Communica- 


Invited Papers: INTER- 
NATIONAL. 


“Different Viewpoints: How 
Foreign Scholars Assess To- 
day's World Conditions.” 


Panel: Karl Eric Rosengren, Uni- 
versity of Lund, Sweden. Juan 
Resindez Picasso, Instituto 
Centro-americano de Ciencias y 
Tecnicas de la Comunicacion, 
Honduras. France Vreg, De- 
partment of Communication, 
Ljubljana, Yugoslavia. Hanno 
Hardt, University of lowa. Kirst 
Jaantila, University of Tampere, 
Finland. Foreign journalists and 
students sponsored by the In- 
ternational Institute of Education 
and the Asia Foundation. 


Moderator: Gertrude Joch 
Robinson, Department o! Sociol- 
ogy, McGill, Canada. 


Introduction and welcome of 
foreign students sponsored by 
the International Institute of 
Education and the Asia Founda- 
tion, Vernon Keel, S. Dakota 
State, Chairman, International 
Division Foreign Student 
Program. 

Invited Papers: NEWSPAPER. 


Tople: The Internal Revenue 
Service and Newspaper 
Foundations, Edward Trayes, 
Temple. 


Receptlon: JCJA. 


Hosts: Marha Hudak, Oscar 
Rose J.C.; Lynnelt Jackson, San 
Antonio Coltege: and Peggy 
Whitt, Burbank (Okla.). 
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MONDAY AM 

7:00-8:15 DE MA” 

7:00-8:00 Dining 
Commons 

8:30-10:00 Montezuma 
Hall 

10:00- 10:30 

10:30 Council 
Chambers 
+ OJ 

10:30-Noon Montezunia 
Hall 


Women Educators Breakfast. 


Breakfast. 


PLENARY SESSION: Welcome 


and Announcements. 


Frederick C. Whitney, Program 


Chairman, San Diego State. 


Frank S. Holowach, Chairman, 
Department of Journalism, San 


Diego State. 


Maxwell L. Howell, Dean, 
College o! Professional Studies, 


San Diego State. 


Brage Golding, President, San 


Diego State. 


Report of Ad Hoc Committee 
on the Status of Women in 


Education: 


“The Status of Graduate Women 
in Communication,” Mary Ann 
Yodelis, Wisconsin (Madison) € 


Marion Marzolf, Michigan. 


“Attitudes Toward Professional 
Couples: Responses of AEJ 
Schools,” Suzanne Pingree, 


Stanford. 


“Report on Job Directory,” 


Marion Marzolf, Michigan. | 


“Sexism in the Media: A Con- 
ceptual Framework for Re- 
search,” Matilda Butler-Paisley 
and William Paisley-Butler, Stan- 


ford. 


“The Current Status ol News- 
paper Women in Wisconsin," 
Wisconsin 


Patricia McCall, 
(Madison). 


Refreshments sponsored by 
KFMB-TV, Channel 8, CBS for 


San Diego. 


Narrated Slide Presentation: City 


of San Diego. 


PLENARY SESSION: Reports 
from Standing Committee on 


Teaching Standards. 


Co-Chalrmen: Ed Bassett, Kan- 
sas, and Neale Copple, 


Nebraska. 


“Broadcasting.” James K, 


Buckalew, San Diego State. 
“Editing,” Jack Bolts, Nebraska. 
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“Public Affairs Reporting,” Al 
Hester, Georgia. 


“State Government Center,” Wil- 
liam Rivers, Stanford. 


Lunch. 


*Awards Luncheon: ASJSA. 


Presiding: Ted Conover, 
Nevada. 


Presenting: Ed Kimbrell, 
Awards Committee. ASJSA, 
Middle Tennessee State. 


Reciplent: Derick Dan:eis. Vice 
President/News, Knight News- 
papers, Inc. 

In recognition of the editorial 
independence Knioht News- 
papers encourages among 

its member publications. 


Luncheon: THEORY AND 
METHODOLOGY. 


Presiding: Steven H. Challee. 
Wisconsin. 

Division Head's Address: 
"Communication Theory and 
Evaluation Research,” Sieven H. 
Chaffee. 


Presentation: Thomas F. Gor- 
don, Temple, will present the stu- 
dent paper competition awards. 
Richard Allen, Wisconsin 
(Madison) will present tne Mincr- 
ities Scholarship Awards. 


San Diego City Orientation 
Tour for Families. 


DIVISION MEETINGS 


Joint Session: LAW, THEORY 
AND METHODOLOGY, AND 
MINORITIES. 


“Minorities, Militancy and Hass 
Communication Research” 


Moderator: Edward P. Bassett, 
Kansas. 


“Relationship of Communica: 


tion to Black Militancy.” Alexis S 
Tan and Percy Vaughn, Texas 
Tech. 

Panellsts: Jane Brown, 
Wisconsin Brenda Dervin, 


Washington Richard Allen, Wis- 
consin. 
*Surchargc. $1.00 
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Joint Session: PHOTO- 
JOURNALISM, GRAPHICS, 
AND MAGAZINE. 

Toplc: Trends in Free Lance 
Magazine Photography and 
Photographic Books, Jack 
Fields, Free Lance Photog- 
rapher. 


Alternative Program for 
Graphics Division members 
only: (Please sign up for this 
session at the registration desk.) 
“Hands-on Operation instruc- 
tion, Gannett Foundation Mobile 
Teehnology Van,” Ralph 1. 
Squire, Frank E. Gannett News- 
paper Foundation, Ine. 


Open Papers: RADIO-TV. 


Presiding: James Hoyt, Wis- 
eonsin. 


"Children's Response to Broad- 
cast News: Exposure, Evalua- 
tion and Learning,” Charles At- 
kin and Walter Gantz, Michigan 
State. 


“Agricultura! Market News Pro- 
gramming of Wisconsin Broad- 
cast Media,” Douglas K. Walker, 
Wiseonsin. (First place winner in 
student paper competition.) 


“The Relationship of Perceived 
Media Credibility, Media Prefer- 
ence and Television News Film,” 
Michael Ryan, Temple. 


Open Papers: HISTORY. 


Presiding: Wiliam H. Taft, Mis- 
souri. 

“A Thematic Analysis of Edwin L. 
Goodkin's Editorials in the 
Nation, 1865-1899,” Richard W. 
Lee, Maryland. 


“The Structure of Communica- 
tion in an Emerging Frontier 
Community.” Jerilyn Mcintyre, 
fowa; Critic: Warren T. Francke, 
Nebraska (Omaha). 

"AP's Board of Directors: A Pre- 
liminary Study," Richard A. 
Schwarzlose, Northwestern. 
"Warren G. Harding and the 
Press,” W. Richard Whitaker, 
San Jose State; Crittc: Carol 
Reuss, Loyola (New Orleans). 


Research Paper Sesslon: 
MASS COMMUNICATION 
AND SOCIETY. 

Presentation ol Les Moeller Stu- 


MONDAY PM 


1:30-3:00 


CDEF 
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dent Paper Contest Results, 
David Gordon, Northwestern. 


FIRST PLACE: “The Socia! and 
Political Effects of Locally Pro- 
duced TV Documentaries: A 
Case Study of WHAS-TV, Louis- 
ville, Ky.,”" Virginia Dodge 
Fielder, Indiana. 


SECOND PLACE; “Tearing the 
Fabric of Canada: Broadcast 
Media and Canadian Identity,” 
Elaine F. Weiss, Northwestern. 


THIRD PLACE (tie): Honorable 
Mention 


“Press Councils: An Overview,” 
Maryanne G. Culpepper, 
Florida, and 


"Six Opinion Magazines' Cover- 
age of Conscientious Objectors 
to the Vietnam War,” Stuart W. 
Showalter, Texas. 


Facuity Papers: Moderator, 
Keith Sanders, Missouri, MC&S 
Research Chairman. 


“Attacking the King's English: 
Impfications for Journalism 
Arising from Feminist Critiques 
of Public Language.” Jean 
Ward, Minnesota. 

“Reporter's Attitudes, Expected 
Meetings With a Source and 
Journalistic Objectivity,” Dan G. 
Drew, Stanford. 


"Trends in a Hall-Century of 
Broadcast Station and Daily 


Newspaper Ownership: 1922- 
1970," Christopher Sterling, 
Temple. 


“The Audience of Public Televi- 
sion: Did Watergate Make a Dil- 
ference?” Stanley Baran and 
Dennis Davis, Cleveland State. 


Open Papers: INTER- 
NATIONAL. 

“Kenya's Maligned African 
Press: Time for a Reassess- 


ment,” James F. Scotton, York. 
"A ‘Mini Hundred Fiowers Move- 
ment’: The Rise and Fall of Press 
Freedom in Taiwan, 1956- 
1960," Judy P. Hansen and 
Robert L. Bishop, Michigan. 


“Whatever Became of ‘the Pur- 
suit of Happiness"? The U.S. 
Press and Social Revolution in 
Latin Amernca,” Jerry Knudson, 
Temple. 
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MONDAY PM 


Michael E. Bishop, North, 35 4.90 e503 


Carolina. recognizing winners ol 
the 1974 James W. Markham 
Student-Paper Competition: 


FIRST PLACE: “Along Free- 
dom's Double Edge: The Arab 
Press Under Israeli Occupa- 
tion,” Munir K. Nasser, South 
Carolina. 


SECOND PLACE: “LATIN — 
Latir American Regional News 
Agency.” John S. Nichols, 
Minnesota. 


THIRD PLACE: "The Prince, 
the Captain and the State: An 
Examinalion of the Mesquita 
Family Ownershio of 9 Estado 
de Sao Pio to 1€£09,” Jean 
Etsinger, «Divo State. 


Moderator: Richard V. Farace, 
Michigan State. 


Discussani: L. John Martin, 
Maryland. 

3:00-3:30 
Open Papers: NEWSPAPER. 
“Trends in Newspaper Re- 
search,” Galen R. Rarick, Direc- 
tor, News Research Center, 3:30-5:00 


Assn.; Ray Di Piazza, Chair- 
man, Newspaper Research Ad- 
visory Council; Thomas H. 
Copeland, Director, Marketing 
and Behavioral Research, 
Copley International Corp. 


Moderator: Wallace Eberhard, 
Georgia. 


Open Papers: PUBLIC RELA- 
TIONS. 


Presiding: William Caldwell, Ball 


Slate. Monlezuma 
Hall North 


‘Tomorrow Speaks What 
Tomorrow Thinks,” Robert L. 
Bishop, James M. Pipp, and 
Robert W. Schweitzer, Michi- 
gan. 


"A Case Study of Organizational 
information Seeking and Con- 
sumer Intormation Needs,” 
James E. Grunig, Maryland. 


"Give the Employee What He 
Wants in the Corporate News- 
paper: Improve Employee Rela- Council 


lions,” Stuart H Surin, Georgia, Chambers 


and Barry Walker, Education + OJ 
Achievement Corp., Waco, 
Texas 
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Open Papers: ADVERTISING. 


Charles H. Sandage Sym- 
posium. 


Chalrman: Frazier Moore, 
Georgia. 


“The Next Twenty-Five Years: 
It's Time to Plan." Donald Jugen- 
heimer, Kansas. 


“Communications Theories and 
Advertising Practice,” Bob 
Carrell, Oklahoma. 


“The Role of Advertising Edu- 
Cators as Problem Solvers in the 
Field of Advertising,” Frazer 
Moore and John Leckenby, 
Georgia. 


“Trends in Regulation of Ad- 
vertising in Western Europe,” S. 
Watson Dunn, Illinois. 


Honorary Discussant: Charles 
H. Sandage, Illinois. 


Refreshments sponsored by 
KCBQ, 1170 on your dial, San 
Dlego. 


Joint Session: PUBLIC RELA- 
TIONS, RADIO-TV, MASS 
COMMUNICATION AND 
SOCIETY, AND LAW. 


Presiding: James K. Buckalew, 
San Diego State. 


“Access to the Media: Where Is It 
Now?" Jerome A. Barron, Na- 
tional Law Center, George 
Washington University. Gray, 
Cary, Ames and Frye, San Diego 
Law firm representing the San 
Diego Union. 


Jolnt Session: INTERNA- 
TIONAL AND NEWSPAPER. 


“Newspapers in Latin America," 
John Pinkerman, Editor and 
Vice-President, Copley News 
Service; William Giandoni, Latin 
American Editor, Copley News 
Service: Frank Macomber, 
Reporter, Copley News Service. 


Moderator: John DeMott, 
Northern Illinois. 


Jolnt Sesslon: JCJA AND 
GRAPHICS. 


“Teaching Graphics.” 


Presiding: Mary Koehler, Cal. 
State Fullerton. 
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3:30-3:00 


The Backdoor 


LE-502 


ML 


Discussant and Panel Leader: 
Dorothy Estes, Texas (Arlıny- 
ton). 

“Building Teaching Facilities for 
Graphics. Editing and News- 
writing,” Paul Sullivan, Evans- 
ville. 

“Typography in an Urban Junior 
College,” Charles Robinson, Los 
Angeles C. C. 

“Graphics in a Community Col- 
lege," James S. McNutt, 
Palomar. 


Open Papers: THEORY AND 


METHODOLOGY. 
Presiding: Peter Clarke, 
Michigan. 

"Functions of Media Be- 


haviors," Leo W. Jeffres, Minne- 
sota (Student Award Paper). 


“Testing the Validity of Media 
Gratifications through Political 
Effects Analysis.” Jack M. 
McLeod, Wisconsin (Madison), 
and Lee B. Becker, Syracuse. 


“A Progress Report on Agenda- 
Setting Research,” Maxwell 
McCombs, Syracuse, and 
Donald Shaw, North Carolina. 


Discussant: Charles K. Atkin, 
Michigan State 


Open Papers: HISTORY. 


Presiding: Paul Peterson, Ohio 
State. 

"In Defense of Freedom: Horace 
L. Traubel and the Conserva- 
tor,” Alan Bussel, Clark. 

“Carl T. Rowan,” Lynn Bynum, 
Indiana. 


Critic: Tom Heuterman, 
Washington State. 


“Sensational Roots: The Police 
Court Heritage,” Warren T. 
Francke, Nebraska (Omaha). 
Critic: David H. Weaver, 
indiana. 


Open Papers: MINORITIES. 


Theme: Identification of Minor- 
ity Groups in a Multi-Cultural 
Society. 


Moderator: Stuart H. Surlin, 
Georgia. 


“Some Conceptual Problems in 
the Study of Ethnic and Minority 
Groups in Communication,” 
John D. Leckenby, Illinois. 
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“Mass Media and Minority 
Socialization: Conceptualizing 
the Process,” Thomas F. Gor- 
don, Temple. 

“Some ot the Assumptions and 
Research on Black Children’s 
Language Patterns,” Richard 
Allen, Wisconsin. 

“Mass Communication and Ac- 
culturation,” Won H. Chang, Mis- 
souri (Columbia). 

“Treatment of the Indian in the 
Bolivian Press: The Majority as 
Minority,” Jerry Knudson, 
Temple. 

"Anatomy of a Minority Medium: 
A Thematic Definition of Situa- 
tional Minoritarianism,” Robern L. 
Nwankwo, et. al., Rhode Island. 
Discussant: Judith Herman, in- 
stitute of Human Relations. 
Open Papers: PHOTO- 
JOURNALISM. 

“Arizona Highways, Moving into 
its Second Half Century,” Tom 
Cooper, Contributing Editor. 
Open Papers: MAGAZINE. 
“Pros Talk About Magazines on 


the Move," 
Panelists: Fred Thompson, 


Head of New York Times Maga- 
zine Division; William Rukeyser, 
Managing Editor, Money; 
Rosalie Wright, Editor, women 
Sports. 

Moderator: Edwin Haroldsen, 
Brigham Young, Former Mid- 
west Editor, U. S. News & World 
Report. 

Dinner. 


Women in Communication, Inc., 
Reception for Women Dele- 
gates. 


Social Session: Missouri Afumni. 


Secondary Education Annual 
Journalism Honors Lecture Din. 
ner. 

Presiding: Al Scroggins, South 
Carolina, and Vice-Head of the 
Secondary Education Division, 
Speaker: DeWitl Reddick, 
Texas. 

(Attendance open to all delg- 
gates wishing to salute DeWitt 
Reddick lor his many years of et: 
fective leadership in secondary 
journalism education.) 





MONDAY PM 
7:00-8:30 
LE-502 


Presidential 
Suite 


BG 


LE-546 


LE-509 


LE-512 


Council 
Chambers 
+ OJ 


DIVISION MEETINGS 


Invited Papers: PHOTO- 
JOURNALISM. 5 


“A Quantitative Study of Photog- 
raphy in Selected News- 
papers,” Ed Trayes, Temple. 


Business Meeting: RADIO-TV. 
Presiding: Vernon A. Stone, 
Georgia. 


"Division Survey of Placement of 
Broadcast Journalism Grad- 


„uates, David A. Dary, Kansas. 


Business Meeting: MINOR- 
ITIES. 


Presiding: Ed Trayes, Temple. 


Business Meeting: SECOND- 
ARY EDUCATION. 


Presiding: Louis E. Inglehart, 
Ball State, and Chairman of the 
Secondary Education Division. 


Speaker: David Henley, USC. 


Topic: "Certification of California 
Schoof Journalism Teachers.” 


Business Meeting and Open 
Papers: MAGAZINE. 

* "74 Society of Magazine Edi- 
tors’ Short Course,” John W. 
English, Georgia. 

“Playboy of the Western Euro- 
pean World,” John Brady, 
Indiana State. 

"Texas Monthly, A New State- 
City Magazine,” Gene Burd, 
Texas. 

"The Division, '74,” Carol Reuss, 
Loyola (New Orleans). 


Business Meeting: LAW. 


Presiding: Dwight L. Teeter, Jr., 
Kentucky. 


Business Meeting: JCJA. 
“Articulation” 


Moderator: Will Sims, Modesto 
J.C. and Executive Secretary, 
Journalism Association of Cali- 
fornia Community Colleges. 


Panelists: King Durkee, Copley 
Press, and Chairman, Board of 
Governors, California Com- 
munity Colleges; Tom Kramer, 
Los Angeles Pierce College, and 
Past President, JCJA, Arthur 
Margosian, Cal. Slate Fresno; 
DeWitt C. Reddick, Texas, and 
Past President, AEJ. 
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Í MONDAY PM 
7:00-8:30 CDEF 


7:00-10:00 LE-503 


7:00-8:30 The Backdoor 


7:30 Jack Haber- 
stroh’s 
Residence, 
4458 Mataro 
Drive, San 
Diego 
Presidential 
Suite 

CDEF 


8:30-10:00 


Council 
Chambers 
+ OJ 


LE-527 
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Open Papers: THEORY AND 
METHODOLOGY. 


Presiding: Lee Becker, Syra- 
cuse. 

"The Q-Sort 20 Years Later: Its 
Uses and Abuses in Com- 
munications Research,” 
Leonard Frecman, Temple. 
"Source-Message Orientation in 
Inlerpersonal and Media In- 
fluence,” James L. Hoyt, Wis- 
consin (Madison). 
“Alternative Information 
Theoretic Measures of Tele- 
vision Messages: An Empirical 
Test,” (Student Award Paper), 
James A. Danowski, Michigan 
State. 

"Audio-visual Between-channel 
Redundancy and lts Effects 
Upon fmmediate Recall and, 
Short-Term Memory.” ‘Hower 
Hsia, Texas Tech. 


Discussant: Thomas F. Gor- 
don, Temple. 


Business Meeting: INTERNA- 
TIONAL. 


Social Session: Indiana Alumni 
Dessert Wine, and Cheese. 


Socal Session: lowa Alumni. 


Business Meeting: ASJSA. 


Business Meeting: THEORY 
AND METHODOLOGY. 


Presiding: Steven H. Chalfee, 
Wisconsin (Madison). 


Business Meeting: JCJA. 


Presiding: W B. ''Dub'' 
Daugherty, San Antonio, and 
President. JCJA. 


Teaching Sesslon: NEWS- 
PAPER. 

"Should We Teach Editorial 
Writing; and, If So, How?” 

"The Educational Value ol Edi- 
torial Writing as an Academic 
Subject,” Arthur M. Sanderson, 
South Florida 

"The Pface o! Edilorial Writing in 
Ine Total Curriculum ol a 
Journalism Department or 
School," Robert Glanchard, 
American University 
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MONDAY PM 

8:30- 10:00 The Backdoor 
BG 
LE-546 


10:00-Midnight CDEF 


TUESDAY AM 

7:00-8:00 Dining 
Commons 

7:00-8:15 Casa Real 
Montezuma 


8:30-10:00 
, Hall 


"The Field — Job Opportunities 
and Qualifications Required. 
Or — how widespread are op- 
portunities and who gets hired by 
editors?” Albert W. Bates, 
Former Editor, Editorial Page, 
Orange Coast (Ca.) Daily Pilot. 


"The Present Status of Editorial 
Writing as an Academic Sub- 
ject," Curtis D. MacDougall, Pro- 
fessor Emeritus, Northwestern. 


“Who Should Do What?” Ken- 
neth Rystrom, Vancouver 
(Wash.) Columbian; President, 
Nationa! Conference of Editorial 
Writers. 


Social Session: RADIO-TV. 


Open Papers: GRAPHICS. 


Presiding: Harold W. Wilson, 
Minnesota. 

"Trends in Newspaper Layouts 
and Design,” Lyle Erb, Copley 
Newspapers. 

"Development of Artistic Per- 
ception in Students of Graphic 
Design,” Glenn Hanson, Illinois. 


Open and Invited Papers: 
SECONDARY EDUCATION. 


Presiding: Mrs. Nancy Green, 
Kentucky, and Secretary of the 
secondary Education Division. 


Principal Speaker: Robert 
Trager, Southern Illinois. 


Topic: "The Effects of Press Law 
on Secondary School Journal- 
ism and Publications." 


Social Session: THEORY AND 
METHODOLOGY. 


Breakfast, 


*Sigma Delta Chi Breakfast. 


Speaker: Ralph Otwell, Presi- 
dent, Society ol Professional 
Journalists, Sigma Delta Chi, 
and Managing Editor of the 
Chicago Sun-Times. 


PLENARY SESSION: "New 
Models for Ph.D. Prograrns in 


‘Mass Communication,” (Re- 
search Conimiltee). 

Panel: Richard F. Carler, 
Washington, F. Gerald Kline, 
Michigan; Frederick Williams, 
USC. 


*Surcharge: $1.00. 
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TUESDAY AM 


10:00-10:30 


10:30-Noon Council 
Chambers 


+ OJ 


10:30-Noon Montezuma 


Hall 


Noon-2:30 Cuyamaca 
Club, 

1055 First 
St., 


San Diego 


Noon- 1:30 Dining 
Commons 


Noon-1:15 Casa Real 


DEE 


DC "B" 


Howard 
Johnson's 
4545 Waring 
Road, San 
Diego 
Montczuma 
Hall South 


1:30-2:15 


236 


Moderator: Phillip J. Tichenor, 
Minnesota. 


Refreshments sponsored by 
KGTY, Channet 10, NBC for 
San Diego. 


Narrated Slide Presentation: San 
Diego State University, followed 
by walking tour of San Diego 
State Campus. 


PLENARY SESSION: “Press 
Councils: A Progress Report,” 
(Committee on Professional 
Freedom and Responsibility). 


Prestding: Donald E. Brown, 
Arizona State. 


Guest Speakers: William 8. 
Arthur, Executive Director, The 
National News Council, and J. 
Edward Gerald, Charter Mem- 
ber and Secretary, Minnesota 
Press Council. 


Joint PUBLIC RELATIONS DI- 
VISION-San Diego County 
Chapter of Public Relations 
Soclety of America Lunch- 
eon, Guest Speaker: Dr. Carl F. 
Hawver, Chairman of the Board, 
PRSA. 


Lunch. 


*Advisory Board Luncheon. 


Presiding: Vvilliam Fisher, Kent 
State, Chairman. 

Kappa Tau Alpha Luncheon. 
Presiding: Al Scroggins, South 
Carolina. 

Speaker: Linda Deutsch, AP, 
Los Angelcs. 

JCJA Awards Luncheon. 
Presiding: W. B. "Dub" 
Daugherty. 

Columbia Alumni Luncheon. 


Briefing and Slide Presenta- 
tion: NEWSPAPER, GRAPH- 
ICS, PHOTOJOURNAL- 
ISM, AND ADVERTISING. 


King Durkce, Educaton Direc- 
tor, Coplcy Newspapcis, and 


Ray Jackson, Promotion Direc- 
tor, Union-Tribunc Publishing 
Company. 


*Surcharge: $1.00. 
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TUESDAY PM 
2:15-3:00 Presidential 
Suite 
3:10 Aztec Center 
3:40-4:10 Union-Tribune 
4:10 
4:30 San Diego Zoo 
2:15-3:15 LE-527 
3:20 Áztec Center 
3:50-4:20 Union-Tribune 
4:20 Union-Tribune 
4:40 San Diego Zoo 
2:15-3:20 CDEF 
3:30 Aztec Center 
4:00-4:30 Union-Tribune 
4:30 Union-Tribune 
4:50 San Diego Zoo 
2:15-3:30 Montezuma 
Hall South 
3:40 Aztec Center 
4:10-4:40 Union-Tribune 
4:40 Union-Tribune 
5:00 San Dicgo Zoo 
3:50 Aztec Center 
4:20-4.50 Union-Trıbunc 
4:50 Union-Tribune 


GRAPHICS DIVISION. 
Discussions with Roger Wilson, 


Manager, Crcative Services, 
Union-Tribune Publishing 
Company. 


Bus departs Aztcc Center for 
Union-Tribune. 


Union-Tribune tour. 


Bus departs Union-Tribune for 
San Diego Zoo. 


Bus arrives. 


PHOTOJOURNALISM DIVI- 
SION. 


Discussions with Charles Sick, 
Chief Photographer, Union- 
Tribune Publishing Co. 


Bus departs Aztec Center for 
Union-Tribune. 


Union-Tribune tour. 


Bus departs Union-Tribune for 
San Diego Zoo. 


Bus arrives. 


ADVERTISING DIVISION. 


Discussions with Richard Tullar, 
Advertising Director, Union- 
Tribune Publishing Company. 


Bus departs Aztec Center for 
Union-Tribunc. 


Union-Tribune tour. 


Bus departs Union-Tribune for 
San Diego Zoo. 


Bus arrives. 


NEWSPAPER DIVISION. 


Discussions with Fred Kinne, 
Editor, San Diego Evening 
Tribune. 


Bus A departs Aztec Center for 
Union-Tribune. 


Group A tours Union-Tribune. 


Bus A departs Union-Tribune for 
San Diego Zoo. 


Bus A arrives. 


Bus B dcparts Aztcc Center for 
Union- Tribunc. 


Group B tours Union-Tribune. 


Bus B departs Union -Tribune lor 
San Diıcgo Zoo 
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Bus B arrives. 


Bus C departs Aztec Center for 
Union-Tribune. 


Group C tours Union-Tribune. 


Bus C departs Union-Tribune tor 
San Diego Zoo. 


Bus C arrives. 


PUBLIC RELATIONS DIVI- 
SION. 


Bus departs for Union-Tribune. 
Briefing session, with film. 
Union-Tribune tour. 


Bus departs Union-Tribune for 
San Diego Zoo. 


Bus arrives. 


NOTE: Divisions arriving at the zoo early will have 
an opportunity for more extcnded walking tours of 
points of interest, in addition to the conducted bus 
tour, before attending the Union-Tribune cocktail 
party which begins at 5:30 at Gum Tree Grove. 


TUESDAY PM 

5:10 San Diego Zoo 
4:00 Aztec Center 
4:30-5:00 Union-Tribune 
5:00 Union-Tribune 
5:20 San Diego Zoo 
2:40 Cuyamaca Club 
3:00-3:30 Union-Tribune 
3.30-4.00 Union-Tribune 
4:00 Union-Tribune 
4:20 San Diego Zoo 
1:30-3:00 


Montezuma 
Halt North 


Council 
Chambcrs 


+ OJ 


“Joint Session: 


DIVISION MEETINGS 


MINORITIES 
AND MASS COMMUNICA- 
TION AND SOCIETY. 


"A Multi-Cultural Model for 
Teaching Minorities in Com- 
munications.” 


Moderators: Gene Burd, Texas: 
and Armistead Pride, Lincoln 
(Mo.). 

“Eight Case Studics of Com- 
munication Patterns in a Black 


Urban Slum,” Michael Ryan, 
Temple. 
“Teaching the Minority View- 


point in the Mass Mcdia and So- 
ciety Course,” Werner Severin, 
Texas. 


“Sex-Role Stereotypes in Com- 
Munications Students’ Audi- 
encc Perccption,” Jack Orwant 
and Muricl Cantor, American 
University. 


Open Papers: RADIO-TV. 


Presiding: Jamcs Hoyt, Wis- 
consin 
“Thc Inltuence o! Television Sta- 


tion Ownership on Early Evening 
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TUESDAY PM 


1:30-3:00 


The Backdoor 


LE-502 


Broadcast News and Public Af- 
fairs Programming in the Top 25 
Television Markets,” Roben T. 
Blau, Indiana. 


“Hiring Practices and News Pro- 
gram Values of U.S. Television 
News Directors,’ James D. 
Harless and Erik L. Collins, Ohio 
State. 


“Work Roles, News Gathering 
Equipment, and Newscasts in 
Current U.S. Television News 
Departments,” James D. Hartess 
and Erik L. Collins, Ohio State. 


Open Papers: INTERNA- 
TIONAL. 


Moderator and Discussant: 
Albert L. Hester, Georgia. 


“Ctozentropy as a Measure of In- 
ternationat Communication 
Comprehension,” Dennis T. 
Lowry, Southern Illinois 
(Carbondale), and Theodore J. 
Marr, Virginia. 


“Audience Segmentation: An 
Approach to International Com- 
munications,” Robert L. 
Stevenson, Washington. 


“The Press and Government 
Restriction: A Cross-National 
Study Over Time,” David H. 
Weaver, Indiana. 


“Mass Communication Differ- 
ences Between Urban, Subur- 
ban and Rural Areas: Cross- 
Cultural Comparisons,” Lloyd R. 
Bostian, Wisconsin (Madison). 


Open Papers: THEORY AND 
METHODOLOGY. 

Presiding: Garrett J. O’Keele, 
Denver. 


“A Multi-Systems Theory of Or- 
ganizationat Communication," 
James E. Grunig, Maryland. 


"Coorientational Accuracy 
During Regional Development of 
Energy Resources: Problems in 
Agency-Public Communica- 
tion,” John E. Bowes, North 
Dakota, and Keith R. Stamm, 
Washington. 


“tnlerpersonal Communication 
Patterns, Mass Media and the 
Occupational Expectation Proc- 
ess,” Fausto S. Izcaray, Richard 
Allen, and Renee Coulter, Wis: 
consin (Madison) 
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6:30-9:30 


TUESDAY PN 
1:30-3:00 BG 
ML 
~ 3:00-3:30 

3:30-5:00 LE-502 
4:00 Aztec Center 
4:15 Aztec Center 
4:30 Aztec Center 
4:45 Aztec Center 
5:00 Aztec Center 
5:15 Aztec Center 
5:30-7:00 San Diego Zoo, 


Gum Tree Grove 


San Diego Zoo, 


2.38 


Discussant: G. Cleveland 
Wilhoit, Indiana. 


Invited Papers: LAW. 


Presiding: Harold L. Nelson, 
Wisconsin, 


Speaker: J. Edward Gerald, 
Minnesota, “tn Retrospect.” 


Business Meeting: JCJA. 


Presiding: W. B. ''Dub'' 
Daugherty, President, JCJA. 


Refreshments sponsored by 
the Escondido Daily Times- 
Advocate. 


Open Papers: THEORY AND 
METHODOLOGY. 


Presiding: Ramona Rush, 
Florida. 


“The Role of Communication in 
the Development of a Sex-Role 
Orientation,” (Student Award 
Paper), Jane Delano Brown, 
Wisconsin (Madison). 


"The Retationship of Socio- 
economic Status and Famity 
Communication Patterns to Dif- 
ferences in Cognitive Style,” 
Serena Wade, San Jose State. 


“Famity Communication and 
Adaption to Organizational 
Membership: A Study of Stu- 
dents in Schools,” Sjel Van Den 
Berg, Connecticut. 


Discussant: Leonard Tipton, 
Kentucky. 


Bus 1 deparis Aztec Center for 
San Diego Zoo. 


Bus 2 departs Aztec Center for 
San Diego Zoo. 


Bus 3 depans Aztec Cemer for 
San Diego Zoo. 


Bus 4 departs Aztec Center lor 
San Diego Zoo. 


Bus 5 departs Aztec Center for 
San Diego Zoo. 


Bus 6 deparis Aztec Center for 
San Diego Zoo. 

Cocktails hosted by the San 
Diego Union and Evening 
Tribune. 

Buflet Dinner. 


Gum Tree Grove. 
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3:15 


9:30 


WEDNESDAY 


7:00-8:00 


8:30- 10:00 


10:00-10:30 


10:30-Noon 
Noon-1:30 


Noon-1:15 


1:30-3:00 


TUESDAY PM 
8 San Diego Zoo 


San Diego Zoo 


Dining 
Commons 


Montezuma 
Hall 


Council 
Chambers 
+ OJ 


Montezuma 
Hall 

Dining 
Commons 
OG CG. 


Casa Real 


Presidental 
Suite 


Council 
Chambers 


Zoo Tour Buses begin de- 
parting Gum Tree Grove for 
Group Tour Gate and loading on 
buses for return to San Diego 
State Residence Halls. 

Last bus departs zoo for San 
Diego State. 


Breakfast. 


PLENARY SESSION: “Mass 
Communication and Accultura- 
tion — Melting Pot or Multi- 
Cultural?” Co-sponsored by 
MASS COMMUNICATION 
AND SOCIETY, MINORITIES 
AND INTERNATIONAL. 


Moderator: Samuel L. Adams, 
Kansas. 

“The Anglo-Philanthropic View,” 
Leslie Dunbar, Executive Direc- 
tor, The Field Foundation. 

“The Indian Publishing View,” 
Richard LaCourse, News Direc- 
tor, American Indian Press Assn. 


“The Black Publishers’ View,” , 


Carlton Goodlett, M.D.. Presi- 
dent, National Negro Publishers 
Assn., and Editor of the San 
Francisco Sun and Reporter. 


Refreshments sponsored by 
the San Diego Urban News- 
paper Group. (Coronado 
Journal, Life-News Publica- 
tions, Publishers’ Offset, Star- 
News Publishing Co., La Jolla 
Light and Del Mar Journal, The 
Reminder, The Sentinel Publi- 
cations). 

“Training the Military Journal- 
ist,” a slide talk by Charles B. 
Moore, Defense Information 
School, Fort Benjamin Harrison, 
Indianapolis, Indiana. 


General Business Meeting. 
Lunch. 


AASDJ Executlve Committee 
Luncheon. 


*Journalism Council 
eon. 


AEJ Executive Committee 
Business Meeting. 


Lunch- 


JCJA Business Meeting. 


Presiding: W. B. “Dub” 
Daugherty, President, JOJA. 


‘Surcharge: $1.00. 
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APPENDIX E 


AEJ 1974 REGISTRATION FORM 





AEJ RECISTRATION 
COMPLETE UNE SIDE ONLY 


REGISTRATION PACKAGE 


Includes Conference Reylitratten, Room and Board for three days: 
August 18-21 (Sunday supper through Wednesday lunch). 




















NAME DER 

AFFILIATLON ER 

ADDRESS i PHONE 

AEJ MEMBER? ke No FAMILY ACCOMPANYING? YES NO 


SPOUSE'S NAME 


MINDRS" NAMES 
AND AGES 





-<~ 








— ~~» 




















MEMPER PACKAGE . . . +. +. double occupancy, $65.90 $ 
aingle occupancy, $70.00 $ 
*Denendent double occupancy, $35.00 (number dependents X $35) $ 
aiuple occupancy, $40.00 (nuriber dependents X $40) $ 
NOD-MEMBER PACKAGE . . . deuble occupancy, $75.00 $ 
ainyle occupancy, $89.00 $ 
*Dependent double occupancy, $45.00 (nunber dependents X $45) $ 
aingle occupancy, $50.00 (number dependents X $50) $ 
EXTRA LODGING . . . . . Avallohle August 9 through 17 inclusive. 
double occupancy, per person, per night, $5.00 
(persons X nights X $5) $ 
aingle occupancy, per person, per night, $7.00 
(petsons X nights X $7) > 
Nights extra lodging 1cyufred: PLEASE CIRCLE Aug. 17 16 15 14 13 12 11 10 9 
TOTAL ABOVE $ 
DOUBLE OCCUPANCY PREFER: oN: (please obtain concurrence) 
NAME u. N 
AFFLILLATION a 
LATE REGISTRATION $10.11): Registrations postmarked or reccived after 
July 15 are subject to a $10.00 late charge. $ 
PLLASE MALE EHLERS PAY ase’ SAN DIEGO STATE UNLVEPSTIY FOUNDATION 
AND MATL WITH REGIS VION Arts ASS Conference 
Fey TU: 940? Colivge Avenue, San Dicgo, CA 92115 


CAICELLATION SUZIECT V0 $10.0) Administrative Charge. 


* University Houzins troxufattons cannot offer reduced rates for minors and further pemit 
only two beds pet teme, However, one minor may occupy a ruon with parents or siblings... 


noc in a university *et...at no catra cost. No linen or maid service will oc provided 
for such other Oct. 
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AEJ REGISTRATIDN 
COMPLETE ONE SIDE ONLY 


REGISTRATION WITHOUT HOUSING: (includes meals Aug. 18--supper through 
: Aug. 21 lunch) 





NAME 

AFFILIATION 

ADDRESS PHONE 

AEJ MEMBER? YES NO FAMILY ACCOMPANYING? YES NO 


SPOUSS'S NAME 


MINORS’ NAMES 








AND AGES 
MEMBER: $50.00 $ | 
DEPENDENT: $20.00 (number dependents X $20) $ 
NON-MEMBER: $60.00 $ 
DEPENDENT: $30.00 (number dependents X $30) $ 
TOTAL ABOVE $ 
| 
LATE REGISTRATION $10.00 
AEJ Conference Registration postmarked or received 
after July 15 wiil be subject to a late charge of $10.00 
LATE CHARGE $ 


PLEASE MAKE CHECKS PAYABLE AND MAIL WITH REGISTRATION FORM TO: 


SAN DIEGO STATE UNIVERSITY FOUNDATION 
Att: AEJ Conference 

5402 Colleze Avenue 

San Diego, CA 92115 


CANCELLATIONS SUBJECT TO $10.00 Administrative Charge 





ABSTRACT 





ABSTRACT 


One of the principal methods through which 
members of specialized professions keep kon concern- 
ing developments within their fields of interest is 
membership in professional organizations and associations 
and attendance at conferences and conventions sponsored 
by those organizations and associations. This is espe- 
cially true of university professors who must maintain 
eurrency in their academic areas in order to be effective 
instructors. 

Because of the high cost of utilizing commercial 
facilities such as hotels and convention centers for such 
meetings, many academic conferences and conventions are 
held on university campuses. Since universities gener- 
ally do not have full-time convention sales and planning 
staffs, the task of planning and hosting professional 
meetings falls to the faculty, staff, and students of the 
universities. However, these individuals frequently lack 
broad experience in planning conventions, and there are 
seldom other offices or departments at the university to 
which they can turn for assistance. 

This paper is designed to serve as a planning 
document for university personnel hosting national con- 


ventions of professional organizations and associations. 
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It is based specifically on the author's experience as 
deputy convention chairman of the ee for Educa- 
tion in Journalism's 1974 National Conventiny held at 
San Diego State University August 18-21. However, it 
treats many broad areas applicable to conventions or 
conferences of any similar professional organization, and 
it should be useful to university personnel serving as 
convention planners for a diverse variety of professional 
groups. 

The pragmatic approach of the paper is reflected 
in its format which consists of three major sections in 
most chapters: a discussion of the general Considera- 
tions and problems in each major planning area; recom- 
mendations concerning effective approaches 0} solutions 
to problems; and a checklist of tasks to be performed in 
each area. 

Topics discussed encompass the entire range of 
preparations and plans for a national convention: staff- 
ing; budgeting and financial management; physical facil- 
ities such as meeting, housing and food servives 
facilities; transportation and tours; promotions and 
public relations activities; program preparation and 
printing; exhibits; audio-visual arrangements; registra- 
tion activities; and a variety of support service 


arrangements. 
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